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l. Logging in
a. Use Google Chrome or Microsoft Edge web browser.
b. Goto:http://162.221.244.35/recordsroot/login.asp
c. Enteryourlogin and password
d. You are welcome to change your password after you confirm that you have access to the correct set of records.



http://162.221.244.35/recordsroot/login.asp

Requesting Storage of 10 or Fewer Boxes at State Records Center

a. Click on Creation

b. Select Box Creation Request

c. Delete or edit From Date and To Date.

d. Enter Event Date —this is the date where we start calculating disposal date.
If these are files that closed at the end of the calendar year, then Event Date is the end of the year, 12/31/[year].
If these are files that closed at the end of the fiscal year, then Event Date is the end of the fiscal year, 6/30/[year].
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Creation » Retrieval v Retention v Security = Help Logout

Hello, Gina Vergara-Bautista!

Box Creation Page

Storage Location: *

Department: * DCR Corrections and Rehabilitation/DCR Hawaii Paroling Authority

Record Series: SA-104/02/04 1 PSD: Parolee Files HI Paroling Authority CD+15 (999999-00095 )
Type of Box:

From Date (MM/DD/YYYY): Tmane 31}

To Date (MM/DD/YYYY): R

Event Date (MM/DD/YYYY): —————— M|

Title: * |

Description: *

Scanned: O

Agency Box Number: [I J

Records fumigated on: | |

Restrictions On Use: | |

-
* Required field Help?

File Action From Date  To Date Description
0 file(zg) in box




e. Adding file information.
i. After creating/submitting box information, Click on Add Files.
ii. From Date, To Date, and Event Date are currently required. Working on changing them to NOT required.
iii. Add Title and Descriptive Information that will help you find this file when you conduct a search. Use names, file
numbers, etc.
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Home Creation » Retrieval » Retention » Security - Help Logout

Hello, Gina Vergara-Bautista!

File Creation Page

Storage Location: * [ Siate Records Center w |

Department DAGS Accounting and General Senvices/ARCH
Record Series Mone

From Date (MMDDMN YY) * (73172024 |m

To Date (MM/DDAYYY): * LR |m

Event Date (MM/DDM ) * [(Eian |m

Title: * [Werkers Compensation File

Description: * ]

Location:
16Mm
35N
Cther.
Scanned: O

Help?
* Required field

Medify the properties of the new file and then dlick "Submit File Request™ to send the request




f. Reviewing Box Creation Requests

i.
ii.
iii.
iv.
V.

Click on Creation.
Select My Box Requests
Change the dates if necessary

Change status as needed: Complete, Pending, or All.
You may edit or cancel your pending requests.

STATE

My Box Requests

HAWAIL
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Home Creation» Retrieval» Retention» Security v Help Logout

Requested Date: |07/17/2024 |H to [ 07/25/2024

|ﬂ Status: [Pending_w|  Display All Requests? (]

b Gina Vergara- Pending
Bautizta
Clozed CY 2023 General Paroles Files, A-Ad

] 07242024 DCR Hawaii Paroling Autherity

Mi.




Requesting to store more than 10 boxes of records at State Records Center.
a. Ifyou are sending more than 10 boxes, use the new ARM-5 which can be downloaded from:

https://ags.hawaii.gov/archives/about-us/records-management/records-management-forms/

E] https:/fags.hawail.gov/archives/about-us/records-management/records-management-forms/
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‘Search

State of Hawaii
Department of Accounting and General [ f]
Services

Ka ‘Oihana Loihelu a Lawelawe Laula

Home Office of the Comptroller Administrative Rules Reports ¥ Comptroller's Memoranda

Home » Hawai'i 5tate Archives » About Us » Records Management » Records Management Forms

RECORDS MANAGEMENT FORMS

ARCHIVES CONTACT

INFORMATION

Fa [EmE Fillable M5 RAER L Example Hawai'i State Archives

POF  Word Excel Use Kekauluohi Building
ARM-5 Revised 7/2024 ‘lolani Palace Grounds
Records Transmittal and Shelf List 364 S. King Street
Use this form when sending 10 or more boxes Honolulu, Hawai'i 96813
containing the same records series to the State Phone: (808) 586-0329
Recards Center. For S or less boxes, log in and e-mail: archives@hawaii.gov

enter data into the Hawaii State Archives
Versatile Web portal. Contact State Records Hble
Center at 808-831-6780 or

recordscenter@hawaii.gov if you don't have an
account or if you need training on how to use

Business Hours:
Monday - Friday, 9:00 a.m. to 4:00 p.m.

o
B

Closed Saturday, Sunday, and State Holidays

O ©

the system.

ARM-5a

Microfilm Storage

for describing microforms to be stored in the @
State Records Center. Submit with ARM-5

form.



https://ags.hawaii.gov/archives/about-us/records-management/records-management-forms/

b. Add more information on description of records so that you can figure out which box contains the file you are requesting.
c. EventDate is the date when we start calculating disposal date.

If these are files that closed at the end of the calendar year, then Event Date is the end of the year, 12/31/[year].

If these are files that closed at the end of the fiscal year, then Event Date is the end of the fiscal year, 6/30/[year].

Form ARM-5 RECORDS TRANSMITTAL AND SHELF LIST

Dept. of Corrections & Rehabilitation, Hawaii
Agency Name Paroling Authority
Records Officer Matthew Sutton, DRO
Records Custodian Corey Reincke, Acting Administrator
Records Schedule SA-14/2/04
Schedule Item Number 1
Restrictions on Use HPA use only
Total Number of Boxes 219 _
Records are bug free yes _
Records fumigated on Optional Optional
Agency Box No. Description of Records From Date | To Date Event Date
2023-001 Closed CY 2023 General Parolee Files 12/31/2023 12/31/2023
2023-002 Closed CY 2023 General Parolee Files 12/31/2023 12/31/2023
2023-003 Closed CY 2023 General Parolee Files 12/31/2023 12/31/2023
2023-004 Closed CY 2023 General Parolee Files 12/31/2023 12/31/2023
2023-005 Closed CY 2023 General Parolee Files 12/31/2023 12/31/2023
2023-006 Closed CY 2023 General Parolee Files 12/31/2023 12/31/2023
2023-007 Closed CY 2023 General Parolee Files 12/31/2023 12/31/2023
2023-008 Closed CY 2023 General Parolee Files 12/31/2023 12/31/2023
2023-009 Closed CY 2023 General Parolee Files 12/31/2023 12/31/2023
2023-010 Closed CY 2023 General Parolee Files 12/31/2023 12/31/2023
2023-011 Closed CY 2023 General Parolee Files 12/31/2023 12/31/2023
2023-012 Closed CY 2023 General Parolee Files 12/31/2023 12/31/2023
2023-013 Closed CY 2023 General Parolee Files 12/31/2023 12/31/2023
2023-014 Closed CY 2023 General Parolee Files 12/31/2023 12/31/2023
2023-015 Closed CY 2023 General Parolee Files 12/31/2023 12/31/2023
2023-018 Closed CY 2023 General Parolee Files 12/31/2023 12/31/2023

d. The file information submission form will be posted on the Hawaii State Archives website soon.



V. Requesting Files or Boxes
a. Click on Retrieval
b. Select Search My Records
i. Searching
1. Basic Criteria
a. Enter the text you want to search for and click on the search button.
b. Don’t forget to select Boxes or Files.
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Home Creation v Retrieval = Retention « Security v Help Logout
Search Records Hello, Gina Vergara-Bautista!

View My Cart

View My Checkouts

Versatile Search

Search In: B Boxes (JFiles () Documents Results per page

LA e 120 BOX/FILE { DOCUMENT CRITERIA  ADVANCED CRITERIA USER DEFINED STATE ~ BARCODE ONLY

Search Text: 109

Help?




Box/File/Document Criteria
a. The only useful search here User Box Number which is the same as Accession Number.

HAWAII
STATE
ARCHIVES

Home Creation = Retrieval » Retenticn » Security = Help Logout

Versatile Search

Search In: Boxes [JFiles [ Documents Results per page:

BASIC CRITERIA Q=ee@Rsiigiuemll = (N 01200 ADVANCED CRITERIA  USER DEFINED  STATE _

User Box Number:

Record Center 1D

When entering multiple box numbers, file numbers or document numbers, please separate each number with & comma or 3 space. To list the inventory of a specific box. enter a baox
number and then select the checkbowx to search in files. To list the inventory of 8 specific file, enter a fie number and than select the checkbowx to search in docurnents.

Box Mumber(s):
File Number(s):
Document Mumber(s):

oooo0 @




3. Advance Criteria

HAWAIIL
STATE
ARCHIVES

Home Creation » Retrieval « Retention = Security = Help Logour

Versatile Search

Search In: Boxes (JFiles [ Documents Resulis per page:

BASIC CRITERIA  BOX/FILE/DOCUMENT CRITERIA QET CST =i =0 L0  USER DEFINED STATE _

Storage Location: [Stete Recards Center V]
Department 2 ber corrections and Rehabilitation/DCR Hawaii Paroling Authority
O Include Sub-Departments
Record Series: O BB nome
O Include Sub-Record Series
Create Dates (MMDDM YY) O | | o] |m
Submit Dates (MMDDA YY) O | | o] |m
Event Dates gamoDr vy 0O | | o] |
Content Dates (MMWDD YY) O | |m| |m
Submitted By: O B none
Type of Box: [0 [Mon= ]
Document Type: [ [Men= ]

To Fst the inventory of 3 partizular storage location, department or record saries, chack the box next fo the appropriate item{s) and select 3 criteria. By choosing only a record serss
and sedecting the checkbox to search in boxes, the results will st all the boxes in the specified record series.

& Copyright 2020 Zasio Enterprises, Inc.

a. Make sure the Departmentis correct.
b. Check Include Sub-Departments if necessary.

10



c. Select a series — General Records Schedules or Departmental if you want to filter your search by record
series type.

d.

A Notsecure  192.168.130.88/recordsroot/versatile/serieslist.asp?formname=search8formaction=8p... &

Current Record Series: None
Current Department: DCR Corrections and Rehabilitation/DCR Hawaii Paroling Authaority

SA-1 04/02/04 1 PSD: Parolee Files HI Parolimg Authority CD+15 (999998-00095.)

A-B-C-D-EF-G-HIJK-LMN-O-P-QRST-UVWXY-Z

DEFARTMENTAL RECENTLY USED

[r3]
Fil
[

SA-1 0817198 1 PSD: Crime Victims Comp. Victims Files FY+6 (999999-00128.)

SA-1 10702 1 PSD: Hawaii Paroling Authority - Gen. Parolee Files CD+15 (999999-00154.)

Include other information for the search if you want to filter your search

i
ii.
iii.
iv.

Vi.

Vii.

Create date = date the database record was created by SRC staff.

Submit date = date the ARM-5 form, or records information was submitted by your agency.

Event date = date the files closed (usually CY end or FY end)

Content dates = date ranges of the records in the box. This is a valid search only if you submitted
that information to SRC.

Submitted by = name of person who submitted to ARM-5 form or data to SRC. This is usually the
records custodian.

Type of box = use this filter if you want to see only one format of records: 16 mm microfilm 35 mm
microfilm, bankers’ box, other, or video.

Document type — disregard this filter.

11



4. User Defined
a. Some of the useful filters:
i. Agency Box Number =if you know the box humber
ii. File User Defined Fields are for microfilms

HAWAII
Home Creation ~ val Retention «
ention Schedule
Dispocition Authorization
N Retention Abbrevia
Versatile Search
Search In: Boxes [ Files [) Documents Resuits per page: [0 ]
BASICCRITERIA  BOX/ FILE/ DOCUMENT CRITERIA  ADVANCED CRITERIA STATE | BARCODE ONLY
Box User Defined Fields
Scanned: [m [Nene |
Agency Box Number: O |
Records are bug free: m] [Mene |
Records fumigated on o | |
Restrictions On Use: O |
File User Defined Fields
Id: [mE| ]
Dept: O |
D oo ]
1 Red: O |
Loecation: [ |
Acc: [m [ |
16Mm: O |
35Mm: O |
Fiche: [mE| |
Other: O |
Filmedby O |
Comments: O
| Help?
Ck Out 0
| Help?
Removed: [mE| |
Scanned: ] [Mene |
Retumed O |
Document User Defined Fields
Format; O |
Author o | |
Addresses: O |
Other Addressees 0 [ |
Search for user defined data by entaring the desied data and checking the box next to the approprisse temis). Text fiskds can ilize the % character to do wikdeard searches. Larger
mema fields take advantage of fultsx saarching syntax




5. State and Barcode Only
a. Active/lnactive — not a good search filter. Do not use.

b. Barcode Only - ot a good search filter. Do not use.

HAWAI'IL
STATE
ARCHIVES

Retention «

Home Creation « Retrieval » Security =

Versatile Search

Search In: Boxes [ Files [ Documents

BASIC CRITERIA  BOX/FLE! DOCUMENT CRITERIA  ADVANCED CRITERIA

Help Logout

usenoerneo. [T [eamconEcy.

_mm

Resulis per page: [10__w |

M| setectan |

Box State: Active
Inzctive

File State: Active
Inactive

A setect au |

Csearcn | clea

Haold the Ctrl key down to select more than one opticn in 3 Bst.

13



Requesting Box or File
1. Browse through the search result

HAWATII
STATE
ARCHIVES

ion» Retrieval v

Retention v Security v

Search Results

Search Results for:
04/02/04 1 PSD: Parolee Files HI Paroling Authority CD+15' and box state is "acfive or inactive'
18 Physical Record Entries Found

Results Pages: 1 2 [2] [»»]
Items displayed: 1 to 10 (10 items per page)
There are cumently 0 item(s) in your cart.

PSD Hawaii Paroling Authority CY 2014 General Parolee Files Acc 16-51 Box
2014-109

PSD - HPA Acc # 19-77 CY 2013 General Parolee Files Box # 2013-109

PSD - HPA Acc # 22-023 CY 2020 General Parolee Files Box 2020-109

PSD - HPA General Parolee Files CY 2019 Acc # 21-037 Box 2019-109

PSD HPA Closed CY 05 General Parolee Files Acc 10-23 Box 2005-109

PSD - HPA: General Parolee Files Closed CY 2016 Agency Box # 2016-109
PSD - HPA: General Parolee Files Closed CY 2017 Agency Box # 2017-109

PSD HPA Acc. 23-044 CY 2021 General Parolee Box 2021-109

PSD HPA Closed General Parolee File CY 2006 Acc 11-11 Box 2006-109

PSD HPA Acc. 23-087 Closed CY 2022 General Paralee Files Box 2022-109

[ setoctnn | cteor i

° Add to cart (click to add)

© Copyright 2020 Zasio E

Help

90854
101063
108825
106004
68403
96254
96434
111843
72558

114585

,Inc.

Logout

1651
1977
2073
21037
10-028
1813
18-14
23044
-1

23-087

° In cart (click fo remove)

Box 2014-109

Box # 2018-109

Box 2020-109

Box 2019-108

Box 2005-109

Box # 2016-109

Box # 2017-109

Box 2021-108

Searching in boxes where description contains '109" and storage location is 'State Records Center' and depariment is 'DCR Hawaii Paroling Authority' and record series is 'SA-1

(Prints all 18 items)

DCR Hawaii Paroling

Authority

DCR Hawaii Paroling

Authority

DCR Hawaii Paroling

Authority

DCR Hawaii Paroling
uthority

DCR Hawaii Paroling
Authority

DCR Hawaii Paroling
Authority
DCR Hawaii Paroling
Authority

DCR Hawaii Paroling
Authority

Box 2006-109  DCR Hawaii Paroling
Authority
Box 2022-109  DCR Hawaii Paroling
uthority
Sort By [ D

g retresn

14



2. If needed, configure your view. By adding, removing, reorganizing the columns in your search view.

HAWAII
STATE
ARCHIVES

Home Creation - Retrieval » Retenticn = Security = Help Logout

Configure Search View
Description 245 (v ] m
Box Number 200 00
User Box Number 200 m
Agency Box Mumber (Box) 500 O m
Depariment s0 O m
In Use: 385
Available: g22 m
Column Mame: Width:
(= ] [=@0 [ ada |

& Copyright 2020 Zasio Enterprises, Inc.




3. Click on the Description, Box humber or User Box Number or Department to see more information about the

box

Title:

Storage Location:
Department:
Record Series:

Box Barcode:
Box RFID:

Record Center ID:
Box State:

Create Date:
From Date:

To Date:

Event Date:

Misc Date:

Type of Box:

Box Location:

Alt. Location:

Description:
File count:

Cart Status:

User Box Mumber:

HAWAII
STATE
ARCHIVES

- Retention = Security v Help Logout

Box Description

PSD Hawaii Paroling Authority CY 2014 General Parolee Files Acc 16-51 Box 2014-109
State Records Cenier

DCR Hawaii Paroling Authority (/3400000000/3491000000/)

5A-1 04/02/04 1 PSD: Parolee Files HI Paroling Authority CD+15 (999999-00095.)

% 00090854

%RFBO0090854

16-51

191

Inactive

02/05/2024

12/31/2014
12/31/2014

Bankers
New Warehouse, Z -Z-0012 0115
ZZ-12-115

Calculated Retention:
Calculated Destruct: 01/01/2030
Disposition Method:

Submitted By: FPatanapaiboon, Maria
Checkout Status: Available

Scanned: No

Agency Box Number: Box 2014-109

Records are bug free:
Records fumigated on:
Restrictions On Use:

PSD Hawaii Paroling Authority CY 2014 General Parolee Files Acc 16-51 Box 2014-109

1

There are currently 0 item(s) in your cart. o

16



[+
4. When you find the box click on the nextto it.

5. Clickon
6. Clickon e if you no longer want to request a folder/record from that box
7. Clickon

8. Select priority
Normal = via messenger
Rush Delivery = you are picking up from State Records Center or requesting delivery by SRC.
9. Ifrequesting file(s) from the selected box, enter in request notes text box the file title and/or number
10. If requesting entire box enter “Whole Box” in the request notes.
HAWAIIL

STATE
ARCHIVES

Home Creation » Retrieval » Retention » Security = Help Logout

Hello, Gina Vergara-Bautista!

Request Page

% Barcode Description

. Be00114477 PSD HPA Acc. 23-087 Closed CY 2022 General Parolee Files Box 2022-001

Priority: [Morma W |
Request Motes: Mario Vergara Parole Fild

17



11. Order Confirmation will appear

HAWAIIL
STATE
ARCHIVES

Home Creation » Retrieval » Retention » Security = Help Logout

Request Results Page

Your request was sent successfully.

Service Request

Number: 3299

Priority: Mormal

Reguest Motes: Mario Vergara Parole
File

1 . WO0I14477 PSD HPAAcc. 23-087 Closed CY 2022 General Paroles Fies Box 2022-001

12.To view, edit, cancel your request, click on Retrieval, Select View My Checkouts.
Filter by transaction dates if you have lot of requests.
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Questions: Contact

Gina Vergara-Bautista
808-831-6780
recordscenter@hawaii.gov
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