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DISPOSITION PROCESS

Disposition most commonly involves the destruction of records that have met
retention. However, it also can include the transfer of archival documents to
permanent storage locations, such as a special collections library.

Once records have met the required retention, the approval process for the
disposition is managed in URMA in a way that mirrors the workflow currently used
for the paper Certificate of Records Destruction (RM3) form.

While step-by-step instructions are given below, here’s a brief summary of the
process. The disposition of records must be “approved” first by the PRIMARY
CONTACT (PC), then by the RECORDS ADMINISTRATOR (RA), and finally the
UNIVERSITY RECORDS OFFICER (RO). All of this is done in URMA. Once approved:

If your records are stored with Records Management Office-managed
storage vendors, the Records Management office handles the destruction
process and will update the actual destruction date in URMA for those
records. Your work with these records is complete — you are finished!

If your records are stored on-site, in-office, with a non-managed
storage vendor, or are electronic, the PC is responsible for completing the
destruction process and updating the “Actual Destruction Date” and
“Method of Destruction” in URMA for the records.

The University Records Management Office must initiate the disposition process.
This typically will be done on a semi-annual basis. This means that you may have
records that are eligible for disposition, but for which you have not yet received a
disposition notice. However, you can request a disposition at any time by sending
email to urma-help@virginia.edu.

APPROVING RECORDS FOR DISPOSITION

Primary Contact (PC) Approval

All PCs who have records that meet disposition requirements will receive an email
notification similar to the one below. Note: each disposition will be assigned a
unique batch number, so that number will change.

Subject: URMA: Records Have Met Retention - Batch 78

You are listed as the Primary Contact for records assigned to 22011 - IT-Info. Sec'ty, Pol., & Recds
that have met retention. Follow the link below to log into URMA, and then select “Query Records On
Home Page”. Your records will be listed for review and disposition. If you find records within this
group incorrectly included, or if you have any other questions contact the UVa Records Management
Office.
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<A link to the correct dataview in URMA will be included in the email>

Clicking the link in the email will take you to the VIEW DISPOSITION NOTICE
screen similar to this:

ﬁHDmE @ references Il Lobels Eiepur‘s B requests é’)\dmm [ p=shiboara @He\p & print

View a Disposition Notice

UL Fage LL £ ] | JUMP IO FAgE: | |mmiatem
0000011413: State and Local Funds Financial Records [selSb/22011] 1 Illc2t - Lori Kressin [22011] ¥

0000011414: State and Local Funds Financial Records [selSb/22011] 1 Ilkc2t - Lori Kressin [22011] ¥

0000011420: State and Local Funds Financial Records [selSb/22011] 1 selSh - Sue Breeden [22011] €
0000012396: State and Local Funds Financial Records [selSb/22011] 1 selSb - Sue Breeden [22011] €
0000012399: State and Local Funds Financial Records [selsb/22011] j_ selsb - Sue Breeden [22011] &}
0000012400: State and Local Funds Financial Records [selsb/22011] j_ selSb - Sue Breeden [22011] &}

0000012401: State and Local Funds Financial Records [selsb/22011] j_ selsb - Sue Breeden [22011] Q¥

0000012402: State and Local Funds Financial Records [selsb/22011] 1 selsb - Sue Breeden [22011] Q¥

0000012403: State and Local Funds Financial Records [selSb/22011] @ Test Storage Location - SEB: 0

0000012404: State angflocal Funds Financial Records [selSb/22011] faf Test Storage Location - se8: €

Query Records that require PC Approval (18)

If you act as both PC and RA for these records you will see separate links to query
records for the PC and the RA roles beneath the list of records on this screen. The
number of records eligible for disposition for each role is listed in parentheses:

r

View a Disposition Notice

| Search and view [ cart |

Record Quick Description urrent Location P
0000011413: State and Local Funds Financial Records [selSb/22011] 1 Illczt - Lori Kressin [22011] €Y

0000011414 State and Local Funds Financial Records [selSb/22011] 1 Illczt - Lori Kressin [22011] €Y

0000011420 State and Local Funds Financial Records [selSb/22011] 1 selSb - Sue Breeden [22011] €

0000012388: State and Local Funds Financial Records [selSb/22011] 1 selSb - Sue Breeden [22011] € L
0000012388: State and Local Funds Financial Records [selSb/22011] 1 selSb - Sue Breeden [22011] €

0000012400: State and Local Funds Financial Records [selSb/22011] 1 selSb - Sue Breeden [22011] € 3
0000012401 State and Local Funds Financial Records [selSb/22011] 1 selSb - Sue Breeden [22011] €

0000012402: State and Local Funds Financial Records [selSb/22011] 1 selSb - Sue Breeden [22011] €

0000012403 State and Local Funds Financial Records [sel5b/22011] @ Test Storage Location - SE8:

0000012404 State and Local Funds Financial Records [sel5b/22011] @ Test Storage Location - SE8:

Query Records that require Approval (13)

Query Records that require pproval (0)

To view the individual records that need PC APPROVAL, click on QUERY

RECORDS THAT REQUIRE PC APPROVAL. You will be returned to the Home
Page Grid where the records eligible for disposition will be displayed.
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ﬁHDmE QP Preferences I Labels EREpnr‘s 8 Requests é.Admin [ p=shivoara @Hz\p & print »Lugnut

URMA Tracking Scheduled Disposition
Number Date

[ | [ [ |1 |1 |1
{Rollover for Current Search)

Hmm_ﬁm 5 tems)

The search found 18 Records
Date Range - Date Range - Scheduled Disposition Hold

Organization Assigned Primary Contact Vendor Barcode Legacy Box Number Description of Records

] Beginning Ending Date Record Quick Description Retention Current Location

1 Physical 01/01/1989 12/31/1990 07/01/1984 F;];:S}gglsl:]state and Local Funds Financial Records |\ [;I:OZH]LM Kressin c
[ Physical 01/01/1990 12/31/1950 07/01/1984 F;];:S}gglql:]state and Local Funds Financial Records |\ [Z‘I:UZE i]Lur‘ Kressin C ]
[ Physical 03/01/2004 03/01/2006 07/01/2008 :I;]EI]I:S}ZL;UZIUI:]State and Local Funds Financial Records [252151':;] SueBreeden @ 1
[ Physical 07/01/2006 07/01/2009 07/01/2013 Fs;:g};:gﬁ]state and Local Funds Financial Records |\ [252151':;] SueBreeden @
[ Physical 07/01/2006 07/01/2009 07/01/2013 F:eulgg}zzzaugfijsme and Local Funds Financial Records [;;[\lslbl] SueBreeden @
[ Fhysical 07/01/2006 07/01/2009 07/01/2013 F:;:E};;S&:]State and Local Funds Financial Records [;;[\lslbl] SueBreeden @
[ Fhysical 07/01/2006 07/01/2009 07/01/2013 ?:;:S}zzggﬁjsme and Local Funds Financial Records [;;[\lslbl] SueBreeden @
[ Physical 07/01/2006 07/01/2009 07/01/2013 0000012402: State and Local Funds Financial Records selsh - Sue Bresden @

[selsb/22011] [22011]

I —

From this screen you have the opportunity to review each record to ensure that it is
eligible for disposition. You can do this by hovering over each record or by clicking
the Record Quick Description to see the record entry. Always go back to the Home
Page Grid when you are ready to approve.

Select those records eligible to be destroyed by clicking on the box on the left of
each record (as shown below). If you want to select all, click on the box next to
the STORAGE TYPE column heading. If there are records which should not be
destroyed, do not select them, and instead send an email to
urma-help@virginia.edu to discuss the continued retention.

["Activity [[|[ Search and View [ Create and Updats || Data Removal [ | Cart [=] (5 tems) T

page 1ump to Page: [ |[IGEI €@  The search found 13 Records

Date Range - Date Range - Scheduled Disposition Hold

Beginning Ending Date Record Quick Description Retention Current Location
EED. M 01/01/1989 12/31/1990 07/01/1994 [n:en\gg}leolfl:]State and Local Funds Financial Records [z!‘:ozft-]m” Kressin -
[ physical 01/01/1990 12/31/1990 07/01/1994 [n:j:g}ztzulfl:]state and Local Funds Financial Records || [i‘:ngl-]m” Kressin ¢
] physical 03/01/2004 03/01/2006 07/01/2008 ln:j:g};:gz&:]state and Local Funds Financial Records || [;:éslbl]- Sue Breeden gl
= 07/01/2006 07/01/2008 07/01/2013 ln:j:g}zzzauefl:]state and Local Funds Financial Records || [;:éslbl]- Sue Bresden g
= 07/01/2008 07/01/2008 07/01/2013 ln:j:g}zzzauelql:]state and Local Funds Financial Records || [;:éslbl]- Sue Bresden @
1 phyNal 07/01/2006 07/01/2008 07/01/2013 ?:eo\gg}Zzzﬂofl:]StEte and Local Funds Financial Records | [zsgﬁbl]- SueBresden @
[ physical 07/01/2006 07/01/2008 07/01/2013 lo:jgg}zzzuoltl:]state and Local Funds Financial Records [252153]7 SueBresden

| Create and Update | . |

Once you have selected the records, from the same screen click ,
and select BULK UPDATE. A screen similar to the one below will be displayed:
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ﬁHDmE B preferenc os Wi Lobels EREDDHS 8 requests d’ndmm [ o2shboard @He\p B print »Lnguut

Bulk Update Records [ BukUpdate ) | Cancel |

Please keep in mind the following: -
Although Bulk Updates are recorded in history, they cannot be undone.

Bulk updates to entire queries should not be performed when other users may be creating or editing records.
Bulk Updates have the potential to consume significant resources. As a result, it is recommended large Bulk Updates be performed during off hours. H
You may be prevented from bulk updating some records due to security or due to deletion.

Please select the range of records you would like to update:

@Update the 5 Records I selected on the previous page

Oupdate the 18 Records matching my current query criteria

Because Bulk Updates may take several minutes to exscute, please enter your email address to be notified when the Bulk Update is complete.
Email: |selSb@virginia.edu abc@domain.com

[T pc Approval ]

Lovle f Aprova
\ \
\
\

J | |
RA Approval [ ] [ |
RO Approval [ ] [ |

Select Rec Admin To Notify: -

Storage Type:[___ [+]

On this screen, you (as the PC) have the ability to “approve” the disposition of all
the records you selected on the previous screen. Click the box next to PC Approval
and add any appropriate notes. The record will be stamped by the system with
your computing ID, time and date in order to provide verification that approval was
given.

Before updating the records you must select a Records Administrator To
Notify from the drop down (see screen below). If you need to select a different
Records Administrator for different records, update only those records which a
specific Records Administrator needs to approve, and then update the other records
and select the alternate Records Administrator.

Click to update all selected records.

ﬁHDmE @'Preferen(es Wy Labels EREDDHS 8 Requests é.}\dmln Dashbuard OHE\D = Print

Bulk Update Records

Please keep in mind the following:

Although Bulk Updates are recorded in history, they cannot be undone.

Bulk updates to entire queries should not be performed when other users may be creating or editing records.

Bulk Updates have the potential to consume significant resources. As a result, it is recommended large Bulk Updates be performed during off hours.
You may be prevented from bulk updating some records duc to security or du te deletion.

Please select the range of records you would like to update:

@ Update the 5 Records I selected on the previous page

(DUpdate the 18 Records matching my current query criteria

Because Bulk Updates may take several minutes to execute, please enter your email address to be notified when the Bulk Update is complete.
Email: |selSb@virginia.edu abc@domain.com

Levels of Approval: B Levels of Approval Notes Date Time User

BC Approval [Financials FY 2009-10] | ] [ |
RA Approval [ ] | ] [ |
] [

RO Approval | ] [

ect Rec Admin To Notify: sel5b - Sue Breeden [22011] =

A message similar to the one below will be displayed on your screen. Click OK to
continue.
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Message

Thiz will update 5 Records with the values you have specified.

Click Ok to continue with this Bulk Update or Cancel to cancel this operation.

Ok || Cancel |

As PC you will receive an email indicating the bulk update is in process. If Primary
Contact is your only ROLE in URMA, you now need to wait for RA and RO approval
before continuing with the actual destruction process.
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Records Administrator (RA) Approval

An email notification will now be sent to Records Administrator (RA) selected by the
PC.

Subject: URMA: Second Level Approval Requested — Batch 78

You have been selected by sel5b - Sue Breeden [22011] as the Second Level Approver for records
that have met retention and are assigned to 22011 - IT-Info. Sec'ty, Pol., & Recds. Follow the link
below to log into URMA, and then select “Query Records On Home Page”. Your records will be listed
for review and disposition. If you find records within this group incorrectly included, or if you have
any other questions contact the UVa Records Management Office.

<a link to the correct dataview in URMA will be included>

Clicking the link in the email will take you to a VIEW DISPOSITION NOTICE screen
similar to the partial screen below. If you act as a PC and RA for records you will
see separate links to query records for the PC and the RA roles beneath the list of
records on the VIEW DISPOSITION NOTICE screen. The number of records for each
role awaiting approval is listed in parentheses.

A
-
il

ﬁHDmE @'Preferem:es WEf Labels ERapuﬂs 8 Requests ’Admm Dashbuard @Help = print
URMA

View a Disposition Notice
"Search and View [ =
el Record Quick Description Current Location -
0000011413: State and Local Funds Financial Records [selSb/22011] 1 IIk2t - Lori Kressin [22011] €)
0000011414: State and Local Funds Financial Records [selSb/22011] 1 IIk2t - Lori Kressin [22011] €)
0000011420; State and Local Funds Financial Records [selSb/22011] 1 selsb - Sue Breeden [22011] &
0000012398: State and Local Funds Financial Records [selSb/22011] 1 selsb - Sue Breeden [22011] &
0000012399: State and Local Funds Financial Records [selSb/22011] 1 selsb - Sue Breeden [22011] &
0000012400: State and Local Funds Financial Records [selSb/22011] 1 selsb - Sue Breeden [22011] & 3
0000012401; State and Local Funds Financial Records [selSb/22011] 1 selsb - Sue Breeden [22011] &
0000012402; State and Local Funds Financial Records [selSb/22011] 1 selsb - Sue Breeden [22011] &
0000012403: State and Local Funds Financial Records [selSb/22011] @ Test Storage Location - SEB: &)
0000012404: State and Local Funds Financial Records [sel5b/22011] @ Test Storage Location - SEB: )
mqulre PC Approval (13)
< Query Records that require RA Approval (5) il
L

Click on the link QUERY RECORDS THAT REQUIRE RA APPROVAL. From this screen
you have the opportunity to review each record to ensure that it is eligible for
disposition. You can do this by hovering over each record or by clicking the Record
Quick Description to see the record entry. Always go back to the Home Page when
you are ready to approve.
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Phrome @ Preferences | W iabels | [ Reports B Requests Macmin [Woashboard @ Hele S print

"URMA — 3 - —F
chedules il & vsers [l 5 records Disposition Noti as Ml ./ Storage Lacation

Organization Assigned Primary Contact Vendor Barcode Legacy Box Number :::ﬁ;’“ki"“ Description of Records g‘;'t':d“'ed U R
[ I [ ] ] ] ]
- {(Rollover for Current Search)
[‘Activity 1] Search and View |[7] [ Create and Update ||| Data Removal || Cart |i=2] (s itome) T
Page 1 | Jump tg Page: B@ 6J  The search found 5 Records
. o Scheduled Disposition Hold

Date Record Quick Description Retention Current Location

Test Storage Location -

0000012405: State and Local Funds Financial Records False

[Z] Physical 07/01/2006 07/01/2009 07/01/2013 feclsb/z2011] e [
7] Physicel 07/01/2006 07/01/2009 077012013 [osoao‘gg}zzgnoisi]state and Local Funds Financial Records 1 @ S-Er;?t Storage Location - @
[ Physicel 07/01/2006 07/01/2009 077012013 [osoao‘gg}zzgnon]state and Local Funds Financial Records @ s-ErE;t Storage Location - @
[ Electra 03/04/2007 03/04/2010 01/01/2013 [ijgg}gﬂtﬂ]cw“””"d““ (All Employees) False [25;&51"1] Sue Breeden A
[ Electranic 03/04/2007 03/04/2010 01/01/2013 [Usujgg}g&ﬁ]ew“p”"d““ (all Employees) False [;;éi‘i] Sue Breeden  m

Select those records eligible to be destroyed by clicking on the box to the left of
each record (as shown above). If you want to select all, click on the box next to
the STORAGE TYPE column heading. If there are records which should not be
destroyed, do not select them, and send an email to urma-help@virginia.edu to
discuss the continued retention. As RA, you should also discuss this retention issue
with the Primary Contact in your office.

Once you have selected the records which are ready for disposition, select

| Create and Update | ¥ |

, and select either BULK UPDATE (for multiple records) or

UPDATE (single records). A screen similar to the one below will be displayed:

Dashhnard @Help = Print

ﬁHDmE @'Dref eeeee es g Labels EREDDHS 8 Requests ’Admm

Bulk Update Records

Please keep in mind the following:
Although Bulk Updates are recorded in history, they cannot be undone.

Bulk updates to entire queries should not be performed when other users may be creating or editing records.

Bulk Updates have the potential to consume significant resources. As a result, it is recommended large Bulk Updates be performed during off hours.
You may be prevented from bulk updating some records due to security or due to deletion.

Please select the range of records you would like to update:
@ Update the 5 Records I selected on the previous page

D Update the 5 Records matching my current query criteria

Because Bulk Updates may take several minutes te execute, please enter your email address to be notified when the Bulk Update is complete.

Email: |[selSb@virginia.edu abc@domain.com
Levels of Approval:
PP B Levels of Approval Notes Date Time User

PC Approval

] [ | [
RA Approwval [ ] [ | | |
I | [

RO Approval [

Storage Type: [+]
Vendor Barcode:

If updating a single record you will see the PC approvals in the fields above the RA
approval, whereas if you are doing a bulk update, these fields will be blank.
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ﬁHuma QP Preferences I Labels E]Rapnns B request= d’Admm [ 0==rboars @He\p = print

Bulk Update Records

Please keep in mind the following: il
Although Bulk Updates are recorded in history, they cannot be undone. ‘

Bulk updates to entire queries should not be performed when other users may be creating or editing records.
Bulk Updates have the potential to consume significant resources. As a result, it is recommended large Bulk Updates be performed during off hours.
You may be prevented from bulk updating some records due to security or due to deletion.

Flease select the range of records you would like to update:

®Update the 5 Records I selected on the previous page

©updsate the 5 Records matching my current query criteria

Because Bulk Updates may take several minutes to execute, please enter your email address to be notified when the Bulk Update is complete.

Email: |s&l5l g edu be@d 1.com
Ll of Approva
PC Approval [ ] ] [ |
RA Approval Ening RO final approval [ ] [ ]
RO Approval [ ] [ ] [

On this screen, you (as the RA) have the ability to approve the disposition of all the
records you selected on the previous screen. Click the box next to “RA Approval”
and add any appropriate notes. The record will be stamped by the system with your

computing ID, time and date in order to provide verification that approval was
given.

.| BulkUpdate |
Click to update all selected records. When the message below
is displayed, click OK to continue.

Message

This will update 5 Records with the values you have specified.

Click Ok to continue with this Bulk Update or Cancel to cancel this operation.

| ok || Cancel |

As RA you will receive an email indicating the bulk update is in process.
The University Records Officer (RO) will now receive notification that your records
have been approved. The RO will then review and approve the records for the

destruction. If the RO does not approve your records the PC will be contacted for a
discussion.
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DESTROYING THE RECORDS

The PC for the records will receive an email (similar to below) when the records
have been approved by the RO for destruction. (Each individual PC will receive a
notice when records can be destroyed, and you should only update destruction
information on records for which you are the PC).

SUBJECT: URMA: Records Ready For Disposition: Batch 78

Records assigned to you have been approved and are ready for final disposition.

If you store your records with a vendor managed by the Univ. Records Management
Office, you are finished. The vendor will destroy your records and the Records
Management Office will add the actual destruction date to your set of records in
URMA.

If you store your records On-Site, In-Office or with an approved Off-Site vendor, your
next steps are to 1) destroy, or request destruction by the vendor, of the approved
records in accordance with University policy, and 2) enter the actual destruction date
and method in URMA once complete.

If you have records that have permanent retention and will be transferred to an
archival repository, the Records Management Office will be contacting you to discuss
your next steps.

If you have any questions, contact the Univ. Records Management Office.

As the email indicates, if your records are stored with Records Management Office-
managed storage vendors, the Records Management Office will handle the
destruction process and will update the actual destruction date for those
records. Your work with these records is complete — you are finished!

If your records are stored on-site, in-office, with a non-managed storage vendor, or
are electronic and stored on a Server/Service (HOST), the PC is responsible for
completing the destruction process and updating the “Actual Destruction
Date” and “Method of Destruction” for the records.

To QUERY the records that have received all three levels of approval (PC, RA, and
RO) and see/print a list of the records approved for destruction, you need to:

From the Home Page Grid, select the RECORDS Item Type tab:

ﬁHome @.Preferences !aLabels ERepoﬁs l!‘Requesis é’ﬁ.dmin Dashhoard @Help :Print
ERecords

E.! Records Schedules Disposition Notices Storage Supplies [{jgstorage L

Click on SEARCH and VIEW and select SEARCH from the drop down list:

-

| Activity | ¥ |[ Sean::h_and View | ¥ |[ Creat
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You are searching all records that have a specific storage type, your organization
code, primary contact and have all three levels of approval for destruction. Enter

the following search criteria.

If you have both electronic and physical records, select the appropriate
STORAGE TYPE, otherwise leave blank.

Search Records

Storage T?'PE:I:E

Using the drop down arrow, select the correct ORGANIZATION CODE assigned to

these records.

ﬁHnma QP Preferences Iigf Labels ERapnﬂs B requests d’Admin [ o==hboard @Help = print

Search Records

Storage Type:[ [~]
container 1]

Vendor Tracking Number:|

Legacy Box Number:|
Organization Assigned:|IT-Info. Sec'ty. Pol. & Recds =]
I

Organization Name:|
|

Organization Code:|

Scroll further down the screen and enter the PC’'s COMPUTING ID in the field as
indicated below:

Primary Contact:
Computing ID Role First Name Last Name

Search Here: | | | | | |

Current Search:

‘ Computing ID: [ssi5]

Continue to scroll down to the Levels of Approval section. Select the RO
APPROVAL box:
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Levels of Approval: B Levels of Approval Notes Date Time

[l pc approval | | |
[ ra approval | | |
B © couooe | I

Click on the EXECUTE button at the top right side of the screen.

All records that meet the criteria entered will be displayed on the Home Page Grid,
as shown below. Be sure to note if you have multiple pages.

ﬁHDmE £ Proferences I Lobels EREpnﬂs 8 requests ’Admm [ oashooare @He\p & print »Lngnut

Organization Assigned Primary Contact Vendor Barcode Legacy Box Number :E::;’“k'"g g‘;t:d“'ﬂd Disposition

[ o [ ] ] | ]
[S&aich) ((Clear] (Rollover for Current Search)
-

Description of Records

-
*.|[ Search and View %[ Create and Update | ][ Data Removal | ][ Cart =]  tems) T

Hold

Scheduled Disposition

Date Range - Date Range -

Beginning Ending Date Record Quick Description Retention __Current Location
D Physical 07/01/2006 07/01/2008 07/01/2013 Elsﬂ;;gg;;;uﬂlﬁilstate and Local Funds Financial Records False Sggst Storage Location - c -
D Physical 07/01/2006 07/01/2008 07/01/2013 Elsﬂ;;gg;;;uﬂlﬁlllstate and Local Funds Financial Records False @ Sg;st Storage Location - c
D Physical 07/01/2006 07/01/2009 07/01/2013 Elsﬂei;ggll;zzzoﬂflllstate and Local Funds Financial Records False @ s;;st Storage Location - c
[ Electronic 03/04/2007 03/04/2010 01/01/2013 E's”e[;;E}:;&fl‘]c"m’s"""de”“ (All Employees) False [;:éﬁl';] Sue Breeden @
[ Electronic 03/04/2007 03/04/2010 01/01/2013 E's”e[;SE}:;&lli]C“""SDD"dE”EE (ll Employees) False [;:éﬁl';] Sue Breeden g

Best Practices suggest verifying that the boxes you are about to destroy or have
destroyed are the correct ones. You can print a hardcopy of this “screen” to use as
a checklist to locate the boxes that have been approved for destruction. Simply
click the PRINTER GRID icon to print a hardcopy of your report. Using this icon will
print ALL the pages.

-
| Meiroty S Searsh and Vi S Create and Update [ Data Reseal (1 Cart = o sems1 70
Fage t | Jume to Page: | G el e —
-- =k — - pe - aginming _ Dote Senge - § o Babe  Mecord o " Doz X I i
shpsical 13/5008 Dasou/a06 DO0DS1EI4N: Siaee ar Faise B sein o sue Bresden 12001 ©
Prpsical o172008 /DL/2008 D20001ITE: Suate a Faise f seith - Sus treeden [22011) ©F
008 oastn/zo0s 0000016272 State a Faise | seith - Sus reeden 2011} ©
5 &L/ 0000315271 State and Local Funds Financisl Receeds [seiiv22011] False A, selsh - Sus Bresden [22001)
ouo1/2008 03002102742 Stane and Loal Funea Finaneisl Aucceds [salsh/22011] Faise | seiss - sue Brecden [12011) ©
DRDLI008 DROOTLOITE: Stace and Local Funds Financal Records [seiitvaadtl] False [ Pi%0 - Sue Dresden [22041) <
oo /008 Faiee B vt sn hemesen [3001) ©
oanL/a008 Falee
Faiee

D8DLI003
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If you have both electronic and physical records, simply search the records again,
selecting the appropriate STORAGE TYPE and printing the new screen.

Once you have verified you have the correct records, please destroy these records.
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UPDATING “Actual Destruction Date” and “Method of
Destruction”

Remember: if your records are stored with one of the managed storage vendors,
the Records Management Office will handle the destruction process and
will update the actual destruction date for those records. Your work with
these records is complete — you are finished!

However, if your records are stored on-site, in-office, with a non-managed storage
vendor, or are electronic and stored on a Server/Service (HOST), the PC is
responsible for completing the destruction process and updating the “Actual
Destruction Date” and “Method of Destruction” for the records.

After the records/boxes have been destroyed, the ACTUAL DESTRUCTION DATE and
METHOD OF DESTRUCTION fields in URMA must be updated. Follow the QUERY
instructions above to display the same group of records in URMA. A screen similar
to the one below will be displayed.

Records with the same storage type, disposition date, and destruction
method can be updated via BULK UPDATE. If storage type, disposition date, and
destruction method are not the same then the records must be updated
individually.
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Select the records that have been destroyed.

Click the down arrow on the Create and Update action item, and select
Update/Bulk Update. A screen similar to the one below will be displayed.
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Bulk Update Records [ BulkUpdate | |_Cancel |

Please keep in mind the following: =
Although Bulk Updates are recorded in history, they cannot be undone.
Bulk updates to entire queries should not be performed when other users may be creating or editing records.

Bulk Updates have the potential to consume significant resources. As a result, it is recommended large Bulk Updates be performed during off hours. =
You may be prevented from bulk updating some records due to security or due to deletion.

Please select the range of records you would like to updat L4
@ Update the 3 Records I selected on the previous page,

Clupdate the 5 Records matching my current query crite

Because Bulk Updates may take several minutes to execu ease enter your email address to be notified when the Bulk Update is complete.

Email: |selsb@virginia.edu abc@domain.com

Levt of Approvl
PC Approval [ | | ]
RA Approval [ ] [ | [ |
RO Approval [ ] [ |

Actual Disposition Date:[ | ““ mm
Destruction Method:
=

Starane Tune-

Select the range of records you would like to update, noting that there are two
choices available. The default is “Update the X records | selected on the previous

page”. Check to ensure that the number is the same as the number of records you
selected on the previous page.

Enter the Actual Disposition Date

Select the Method of Destruction from the drop down list
Do NOT modify any other fields on this screen

Click Bulk Update

A message similar to the one below will be displayed on your screen.

Message

This will update 3 Records with the values you have specified.

Click Ok to continue with this Bulk Update or Cancel to cancel this operation.

. ok || Cancel |

Click OK to continue. As PC you will receive an email that the bulk update is
complete.

After disposition date and destruction method have been entered, URMA views
these records as deleted and, depending on your role, you may not be able to view

them. If you need information on any of these records, contact URMA (urma-
help@virginia.edu).
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