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PRINTING LABELS

(only needed for PHYSICAL records)

BEFORE PLACING THE LABEL ON THE BOX VERIFY THAT EACH LABEL
MATCHES THE CONTENTS OF THE BOX. DO THIS BY REVIEWING THE
RECORDS DESCRIPTION OF EACH BOX IN URMA AND CONFIRMING
THE URMA TRACKING NUMBER MATCHES THE LABEL.

By checking the box to the left of each record, select either a single record or
multiple records from the Home Page Grid (as shown below):

URMA Tracking
Number

\ | [eesb | | | | ||

Organization Assigned Primary Contact Vendor Barcode Legacy Box Number Description of Records g;t:duled Bensibup

@ {Rollover for Current Search)

[‘Activity [ <71 | search and View [ Create and Update [ Data Removal [ Cart [i7 (5 tems) &
Page 1 | Jump to Page: D@ H The search found 12 Records

Date Range - Date Range - i i Hold
H Type Beginning Ending Date Record Quick Description Retention _Current Location

[sel5b/22011] [22011] A
Physical 05/05/2009 05/05/2012 07/01/2015 ?:jgg,};;gnﬂ]smm and Local Funds Financial Records False [;:ésltlb]— Sue Breeden c
Physical 05/05/2009 05/05/2012 07/01/2015 ;]soeo‘gg}zzgglllz]stata and Local Funds Financial Records False [;:ésl';] Sue Breeden (4
Physical 05/05/2009 05/05/2012 07/01/2015 ?gjgg}zzgﬂﬂlil:]state and Local Funds Financial Records False [;;[\lsltlr]- Sue Breeden C
Er] 05/05/2008 05/05/2012 07/01/2015 F:jgg}ggﬂoﬂ]state and Local Funds Financial Records False lzszegﬁltlb]- Sue Breeden [
Er] 05/05/2008 05/05/2012 07/01/2015 ;];eﬂ‘gﬂl}zzzgﬁzlstate and Local Funds Financial Records False lzs:éﬁltlb]- Sue Breeden ¢ ]
Physical 05/05/2009 05/05/2012 07/01/2015 ;]s;gg}zzzgfﬁstata and Local Funds Financial Records False [;25851!:1»]- Sue Breeden ¢ 1
Physical 05/05/2009 05/05/2012 07/01/2015 ?:jgg;;;gni]smta and Local Funds Financial Records False [;:ésltlb]— Sue Breeden ¢
Physical 05/05/2009 05/05/2012 07/01/2015 ?gjggﬁ;ﬁl}ﬂ]sﬁta and Local Funds Financial Records False [;:ésl';] Sue Breeden Cj
< m | »

Alternatively, you may print a label for a single record from within the View A
Record screen (as shown below):
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ﬁHume Q.Preferences l%Labels EF{epuﬁs Ii.F{equesis é’Admin Dashbuard @Help _:_Print

View a Record

| Activity | ¥ || Search and View | ¥ |[ Create and Update | ¥ || Data Removal | || Cart | ¥ |

Storage Type: Physical
Container: Records Box (10 x 12 x 15)
Wendor Tracking Number:
Legacy Box Number:
URMA Tracking Number: 0000012398

Organization Assigned Information : 22011 - IT-Info. Sec'ty, Pol., & Recds
Organization Name: IT-Info. Sec'ty, Pol., & Recds

Organization Code: 22011

Physical Storage Type: Standard

In either case, click on the m button, and select LABELS from the drop
down box. A screen similar to the one shown below will be displayed. You have

the option to either PRINT the label(s) immediately or you can SEND TO QUEUE
for printing later.

ﬁHume QP Preferences Nl Labels EReporE B requests 6’Admm [ oashboara @He\p = erint

Print Labels - Choose Design [__Send To Queve |

Selected Ttems To Print:
Page 1 | Jump to Page: | |L.G0)
T ——

0000012398 0000012398: State and Local Funds Financial Records [selS5b/22011
Choose the Design you wish to print:  Standard - Avery 5168 (4/page) -
Starting Position: 1

[_Print_|

Select the “Design you wish to print”:
o for STANDARD records, select Standard Avery 5168 (4/page)
o for RESEARCH records, select Research Avery 5168 (4/page)

While not needed, should you wish to print a label for removable media, select
AVERY 5163 (10/page).

If you have a partially-used label sheet, you can indicate which STARTING
POSITION you would like to print (see screen below to see how positions are
numbered). If these are all the records that need labels, select PRINT. A pdf of the
labels will appear and you can print from that screen. The labels print in
landscape mode. Be sure to change printer properties to print in
landscape.
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Recorps MaNAGEMENT

UNIVERSITYy VIRGINIA

Organization 22011 - [T-dnfo. Secty, Pol., & Recds
URMA Tracking ¥ 0000009748

«wcal Funds Financial Records

Records Series

Date Range: -0630/2012
Scheduled 07/01/2015
Primary Contact azin [22011]

Oganization 2011 - 1Tinfo. Becly, Pol | & Reods

URMA Tracking# 0000005730

L

Records Seres #H al Funds Financlal Records
[t Hange BE02011

Scheduled D 07/01/2014
Primary Gontact Mame sl - Sue Breeden [22011]

Recorps MANAGEMENT

UNIVERSITYs VIRGINIA

Ovganization: 22011 - IT-Info. Secty, Pol., & Recds

URMA Tracking ¥ 0000009814

1

Records Seras al Funds Financial Records
Date Range: EAN2011

Scheduled D 07/01/2014
Primary Contact N line Walters [22011]

s MANAGEMENT

o VIRGINIA

(hganization 22011 - IT-nfo. Secly, Pol | & Recds

URMA Tracking# 0000005817

i
Records Seres # al Funds Financlal Records
Db Range: Er3N2007
Scheduled D 07/01/2005

Primary Gontact Name: cwiede - Caraline Waliers [22011]

To print labels at a later time, select the desired label type from the “Choose the
Design you wish to print” menu and press the SEND TO QUEUE button near the
top right. When you are ready to print labels that have been sent to the queue,
click on the Labels tab on the Navigation/Top menu and the Manage Label

Queues screen below will be displayed.

ﬁHume @° ereferences | g Labals ERepur‘s B requests 6’Admm [ 0=shboard @Help = Print »Luguut

Manage Label Queues

Select a queue from the list below to see a list of queued labeals

Previously Printed Labels

Record Avery5163 Queue (0)

File AveryS163 Queue (0)

Research Avery 5168 (4/page) Queue (0)
@ Standard - Avery 5168 Queue (1)

Print Starting Position: [1_ |

Oview All Labels

@view Labels Inserted By selSb - Sue Breeden [22011]

Grid Records Per Pagesd | (JApRIY)

[ Prntaul | [ PrintSslecied | [ Remove Al | [ Remove Selected |

Labels in the Standard - Avery 5168 Queue:

Page 1 | Jump to Page: | |Gl

Date Date URMA Scheduled Record

Organization Range- Range-  Tracking Primary Disposition Series Inserted Inserted

H Assigned Ending  Beginning Number  Contact Date By

Inserted
Date/Time

22011 - 07/05/2012 07/05/2009 =50 ozs01/2006 2 selsh -
[ T-Info Sue local  Sue
Secty, Pol., & ;ﬁ:uu:uu ;ﬁuu:uu 0000012398 o gen ﬁ:uu:uu Funds  Bresden Submitted
Recds [22011] Financial [22011]
Records

01/23/2015
12:28:10
FM

Select the queue name for the labels you want to print:
e For STANDARD records, the queue will be Standard Avery 5168

(4/page)

e For RESEARCH records, the queue will be Research Avery 5168 (4/page)

A list of the records in the queue will be displayed. You can select to View All
Labels, or just View Labels Inserted by you. If you have a partially used label
sheet, you can indicate which STARTING POSITION you would like to print (See
above for layout). Do not change the Grid Records Per Page number. You can
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PRINT ALL to print all labels in this queue, or you can select specific records to
print. You also have the option to remove labels from the queue.

Once you make your selection and hit PRINT, a pdf of the labels will be displayed
and you can print from that screen

RECORDS MANAGEMENT RecorDs MANAGEMENT

TINIVERSIT Y VIRGINIA [INIVERSIT Yo/ VTRGINIA
Organization: 22011 - IT-Info. Secty, Pol, & Recds Organization: 22011 - IT-Info. 3ec'ty, Pol., & Recds
URMA Tracking # 0000012383 URMA Tracking # 0000012400

IR R AT

Records Series #/Mame: State and Local Funds Financial Records Records Series #Mame: State and Local Funds Financial Records
Date Range: Q7052000 -07/05/2012 Drate Rangs: 070872008 -07/052012
Scheduled Destruction Date:  07/01/2016 Scheduled Destruction Date:  07/01/2016
Primary Contact Mame:  52i5b - Sus Breeden [22011] Primary Contact Mame:  seldkb - Sue Bresden [22011]

REcorDS MANAGEMENT REecorDs MANAGEMENT

UNIVERSIT Y VIRGINIA L NIVERSITY/ VIRGTNIA
Organization: 22011 - T-Info. Sec'ty, Pal., & Recds Crrganization: 22011 - IT-Info. S=c'y, Pol., & Recds
URMA Tracking# 0000012288 URMA Tracking & 0000012401

L LIIHTART R MR

Records Series #/Mame: State and Local Funds Financial Records Records Series #Mame:  State and Local Funds Financial Records
Date Range: Q7052008 -07/05/2012 Crate Rangs: 070572008 07052012
Scheduled Destruction Date:  07/01/2016 Scheduled Destruction Date:  07/01/2016
Primary Contact Mame:  52i5b - Sus Breeden [22011] Primary Contact Name:  selb - Sue Bresden [22011]
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