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Special Updates
You will notice that this web application now has a new look as well as new features. Some of the

+ "Request Pickup” - Functicn updated to allow you to send an email requesting the pickup of
are new for storage, returning orders, or to be destroyed (there is a charge for destroy box |

+ "My File Requests” - A new function which allows users that submit only new indexed file rej
new file submissions.

+ "Search Boxes/Files” - Function updated to allow searching based on the creation, event, o

+ "Search Results” - Function updated to allow users to print or email their search results.

General Information

For questions regarding State Records Center (SRC) operations, including rates, approved storag
destruction aptions, go to the SRC website

Only SRC approved cartons/boxes can be used for records sterage. We will not accept any other |
SRC. Qur drivers will refuse pickup of anything else and you may be charged an exfra trip charge.

To order approved storage cartons/boxes review the Fact Sheet "Records Center Storage Boxes |
listed above.

If you have any questions on this site, the features of this program or any of the following webpagg
-2995;

Versatile web address:
http://vssweb.wi.qov

Look for any new ‘Special
Updates’ each time you login
to the site.

Read the ‘General
Information’ carefully before
proceeding.

Use the SRC website link to
answer general questions
related to the State Records
Center.

Click “Click to Login” to
launch the login screen.


http://vssweb.wi.gov/
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This page provides access to Versatile Web. Please input ser |0 and Password below.

Company: [SIS-ADMINSTRATION V]

User Name: [505-334EGKA /
—
LOGIN

& Copyright 2014 Zasio Enterprises, Inc.

o Use the drop down arrow next to
‘Company’ to choose your agency.

o In the ‘User Name’ section fill in
the SRC User ID you were
assigned.

o In the ‘Password’ section fill in
the password you were given.

o If you get a login error, check the
company box. The company chosen
should be your agency, not WIS
State Records Center.

o DO NOT give your User Name and
password to anyone else as it is
unique to you. You will be
responsible for anything done when
your User Name is logged in.

o Contact your agency Record Officer
if your name, address, or phone
number changes.
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Special Updates
You will notice that this web application now has a new lpok

* "Request Pickup” - Function updated to allow you
are new for storage, returning orders, or to be destr

+ "My File Requests” - A new function which allows us
new file submissions.

+ "Search Boxes/Files” - Function updated to allow sea

+ "search Results” - Function updated to allow users i

Main Screen Tabs allow you navigate
the website easily and quickly.

Home: Special Updates, General
Information, and the SRC website
link.

Creation: Request labels for new
inventory that will be sent to the
SRC. You can also review the status
of your pending requests.

Retrieval: Search, order (boxes and
indexed files), and request pickup of
existing inventory. Print a list of your
existing inventory at any time.

Retention: Descriptions of all
Records Disposition Authorization’s
(RDA’s) you are authorized to use.

Security: Change your password
using this tab the first time you login
and as needed.
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G0

Retord Series Title
Record Senies 10
Artive Retention:
Inacfive Retention:
Open Date:

Close Date:

Event Date:
Deseription:

113-AGRICULTURE, TRACE & CONSUMER PROTECTION vl B

i
=

FINANCIAL DEFAULT CASE FILES
00053000,

EVT+15
MDNETE

1302021

DAIRY PLANT SECURITY AND FOOD CONTRACTOR SECURITY DEFAULT CASE FILES. THESE FILES MAY INCLUDE
COMMERCIAL SURETY BONDS, CTHER ASSIGNED SECURITY FINANCIAL STATEMENTS AND TRUSTEESHIR
RECORDS FOR DAIRY PLANTS OR FOOD CONTRACTORS WHO HAVE FAILED LEAVING UNPAID OBLIGATIONS TO
MILK PRODCUERS OR WISCONSIN GROWERS. THESE FILES WOULD ALS0 CONTAIN AUDIT RECORDS USED TO
DETERMINE CLAIMS OF PRODUCERS OF GROWERS, COLLECTIONS OF SECURITY, HEARINGS ALLOWING CLAIMS,
DISTRIBUTION OF MONIES AVAILABLE TO CLAIMANTS AND RELATED MATERIAL

THE FINANCIAL STATEMENTS INCLUDED IN THESE RECORDS ARE CONFIDENTIAL AND NOT SUBJECT TO PUBLIC
INSPECTION UNDER 5. 100.03(3)(F), WIS. STATS,, AND ARE SUBJECT TO EXPOSURE ONLY IF T BECOMES
NECESSARY AS PART OF ADEFAULT OR ENFORGEMENT ACTION.

YEAR CREATED: 1976

CONFIDENTIAL: 5. 100.03(3)F), WIS. STATS

ARRANGED: FIRST BY LICENSE GROUP, ADN THEN BY CASE FILE.
ANNUAL ACCUMULATION VARIES FROM YEAR TO YEAR - MOST YEARS ZERO ACCU
B CUBIC FEET.

USED BY: BUSINESS TRADE PRACTICES AND AGENCY LEGAL STAFF FOR

TION, OTHER YEARS SOR

EVT: 15 YEARS FROM THE DATE CASE I3 FINALIZED AND DESTROY

Before you enter a box creation request review
your RDA’s under the ‘Retention’ tab. You can
only view RDA’s your Record Officer authorized
for your use when they requested your access.

RDA’s may be at one of three levels. You can
switch levels by clicking the ‘GO’ icon next to
each one.

The three levels are: Global, which are
statewide; Company, which are agency wide;
and Departmental, which are specific to one
department only.

Make a note of the RDA title, number, and level
(global, company, or departmental) to aide you
during the data entry process.

Read the entire description of the RDA. If the
retention is event based (EVT), the description
will tell you the event definition. The listed
event determines what date should be entered
in the Event Date box during the data entry
process.

If you need additional guidance on choosing the
a%propriate RDA, contact your agency Record
Officer.
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Company. *
Department: *

Record Seres: *

User Box Number *
Type of Box:*

From Date (MMIDDIYYYY):®
To Date (MMIDDYYYY) *
Event Date (MMIDDIYYYY):*

Description: *

* Required field

File Action From Date  To Date

[ file(s} in box

S03-ADMINISTRATION u
¥ I RECORDS MANAGEMENT-ENTERPRISE OPERATIONS 3

$ (00075000

5 ?Esmucnow AND TRANSFERLIS

[Hore N\ v/
o4
s |3
E—"

ADDFILES ~ SUBMITBOX  SAVEASDRAFT  (LEAR Help?

Description

To enter new inventory requests
choose the ‘Creation’ tab, then
select ‘Box Creation Request’ from
the drop down list.

Your ‘Company’ should already be
selected. If not, use the drop down
box to select your appropriate
company.

Next, if necessary, select youa
‘Department’. Click on the & icon
to open a pop up window that will

allow you to change the department.

Then, select the ‘Record Series’
you decided to use while reviewing
your RDA'’s earlier. Again, you can
click on the icon to open a pop
up window that will allow you to
choose a specific RDA.

See next slide for pop up window
example.
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Current Record Series: DESTRUCTION AND TRANSFER LISTINGS (00075000 - S48
Current Department: RECORDS MANAGEMENT-ENTERPRISE OPERATIONS (/334/)

AB-C-DEF-G-HWHLMN-OP-OR- S T-UVRREY-Z

GLOBAL COMPANY DEPARTMENTAL RECENTLY USED

DESTRUCTION AND TRANSFER LISTINGS (00075000} [7]

(0]

U
INVENTORY FILE MAINTENANCE (000740001 [7]

R
RECORDS CENTER SERVICE REQUEST (00090000} [7]

RECORDS CENTER TRANSMITTAL AND BOX TRANSMITTAL REPORTS (00073000.) [7]

Departments and RDA’s are listed in

alphabetical order by title in the pop up
windows. Their corresponding numbers
are noted after the title in parenthesis.

The tabs across the top of the RDA
window correspond to the three levels
you saw in the Retention section
previously.

There is an additional tab in this
window of ‘Recently Used.” These
RDA'’s are ones you used the last time
you entered box requests.

You can change tabs by clicking on the
appropriate level name.

To select the department or RDA you
want, click on it once.
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Company: * |S05-ADMINISTRATION

Department. *

Record Series: *

User Box Number: *

| AFULL SIZE BOXES v|

0100172007 ﬂ
123007 B
031502015 a

Type of Box: *
From Date (MM/DDYYYY):*

To Date (MM/DDIYYYY). *
Event Date (MMIDDIYYYY). *

Y E ORDS MANAGEMENT-ENTERPRISE OPERATI
\ v E DESTRUCTION AND TRANSFER LISTINGS (00074(
\TE5T1

Description: * TRAINING BOX 1 - LEAPFROG THRU HOPTOAD
CASE NUMBERS 400 THRU 352

ONVISION 136

LEAPFROG

BULLFROG

CROAKER

HOPTCAD

ADDFILES ~ SUBMITBOX SAVEASDRAFT  CLEAR
* Required figki

Help?

Fill in the REQUIRED box information
fields: User Box Number, Type of Box, From
Date, To Date, Event Date, and Description.

User Box Number: This number is
assigned by each agency in a different way.
You may need to check with your agency
Record Officer for the numbering strategy
your agency uses.

Type of Box: The standard box type is ‘A-
Full Size Box'.

From/To Dates: These are the oldest and
newest dates of the files that you have in
the box.

Event Date: Often times this date is the
same as the ‘To Date’, but not always. The
Event date is decided by the event that was
specified in the RDA you reviewed and
selected earlier.
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o)
Company: * | S05-ADMINISTRATION v|
Department * ¥ & RECORDS MANAGEMENT-ENTERPRISE OPERATI
Record Series: * ¥ I DESTRUCTION AND TRANSFER LISTINGS (100751
User Box Number: * ITEST ‘
Type of Box. | A-FULL SIZE BOXES v]
From Date [MMFDDJ{Y YYY] * 012007 ﬂ
To Date (MM/DDIYYYY): * 1213112007 a ©
Event Date [MMFDDJ{YYYY] : 0Y1502015 a
Description: * TRAINING BOX 1 - LEAPFROG THRU HOPTOAD
CASE NUMBERS 400 THRU 522
DIVISION 18
LEAPFROG
BULLFROG \
CROAKER —
HOPTOAD o
ADDFILES ~ SUBMITBOX  SAVEASDRAFT ﬁ Help?

* Required field

The description field is unlimited
in space and is full text keyword
searchable.

Use the first 30 characters to give
an overall box content
description. This will make
inventory evaluation easier.

Once you’ve entered the overall
description you can list
descriptors for each file contained
in the box. This makes searching
for specific files easier.

The key to a good description is
to be extremely specific and very
detailed.
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Home Creation® Retrieval ¥ Retention¥ Security™  Utility® Help Logout o Whatever you typ e in the
description should be the same
information you write on the box

Company: * (505 ADMINISTRATION vl itself.

Department: * ¥ I RECORDS MANAGEMENT-ENTERPRISE OPERATI

Record Series:* ¥ E pesrrucrion o RavsrerLsThGs ooy © - REVIEW your entries carefully

User Box Number * FEst | and make any updates needed

Type of Box:* | AFULL SIZE BOKES v :Jse:]%r?ozg:’ %Ouiig):] 1:? ';23 rrh;ﬂg r:

From Date (MM/DDYYYY): * ﬂ mistake!

To Date (MMDDIYYYY). * ﬂ

Evert Date (MMDDVYYY) *  [owramie @) /o When you have verified all the

Description: * TRAINING BOX 1 - LEAPFROG THRU HOPTOAD / information for th'§ box is .

CASENUMEERS A0 THUU 2 correct, you can click ‘Submit

LEAPFROG Box’.

BULLFROG

CROAKER

TOFTORD o Do not click this more than once
- _ because you will create duplicate

ADDFILES = SUBMITBOX  SAVEASDRAFT  CLEAR

Reqied Help? label requests.
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/

Box creation request with 0 file(s) sens4uccessfully

Request Number: 26647688

Create New Box

Print Label(g)

You will receive a request number
for each box creation request you
submit. You do not need to write
these down. You will be able to see
them when you review your
pending requests (see next page).

If you have more boxes to submit,
click ‘Create New Box’. All of the
previous box information will
automatically populate. Only
change the fields you need to for
the next box. Don’t forget the User
Box number.

When you are done entering
requests for all of your boxes you
can review your pending requests
or log out.

10
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Home  Creation” _Relreval” Retenfion”  Security  UtltyY Help  Logout / Eﬁgﬂeﬂi %'gi(( g‘equ ég?st lon’ tab. Then
Box Creation Request

Fle retion Reguest o Next, in the center of the screen use
the drop down arrow to change the
MyBoxRequests status from ‘complete’ to ‘ALL’.

Wiy File Requests

/e Then, click ‘Refresh’ on the right side

: : ™ of the screen.

Requested Dt 1030 am il B St Con v| i

Labe Prined? A V| o  You will be able to review your
requests, but you cannot change or

= edit them. If you have any corrections,

"= RequestNumber BoxNumber  User Box Number ﬁ;lgd? Request Date ~ Department email the SRG general mailbox at

L doadeorecordscenter@wisconsin.gov.
No bor creafion requests o display Make sure to include the creation

request number and the specific
correction.

o Requests are processed daily. If you
see a number in the SRC Box Number
column, you need to contact your
agency Record Officer before any
changes can be made.

11
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o Congrats! You have completed the process for
entering new inventory.

o Now what? Walit.

o The requests will be processed, labels generated,
and sent to you via inter-departmental mail.

o The label packet will include instructions on your
next steps, requesting pickup, and the Inventory
Transmittal form.

12
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