Infolinx Box Labels Printing Instructions

The steps to print box labels from Infolinx are below. Please be sure to print labels and affix them to
each box before they are transferred to the University Records Center.

1. For asingle box, click on the box’s barcode number in Infolinx to open the View Box page.
2. Select “Print Labels” from the top of the page.

& view Box 4009

Date From: 07/01/1954

Date To: 10/31/2003

Cut-off Date: 10/31/2003

Scheduled Destruction Date: 10/31/2008
Organization Information: 0204-0207

Customer Code: 0204-0207
Office: Facilities Management
Department: Fadilities Planning, Capital Finance

Records Schedule Information: General Services (GS-106)
Years: §
Months: 0
Event Code: Retain after project completion
Retention Series: 012230
Schedule Title: Real Property: Construction Project - Requests, Justifications, and Rankings
Schedule Description: Real Property: Construction Project - Requests, Justifications, and Rankings: Documents the agencies actions to obtain authorization and funding for Capital Outlay Projects.
Confidential Destruction: NO

3. For multiple boxes, add them to the cart using the Add to Cart button, then select the shopping
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cart symbol from the home page to see all of your boxes.
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4. Onthe Cart page, click the checkbox next to each box and select “Print Labels.”
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5. For either method used to print labels, a new page will open with the box numbers. Use the

default “GMU Custom Half Sheet Box Label” to print.
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6. Select the Print button and a PDF will appear after a few moments with the label(s). If multiple
box labels are being printed, two labels will appear on one page.
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FROM: 7/1/2004
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RECORD DATES
FROM TO: 1233172011
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University Library Services
4400 University Drive, Fairfax, VA 22153
rocmgt@gmu.odu | 703.993.2201

BOX BARCODE
5452

PROCITE NUMBER
25929

RETENTION SERIES
Fiscal Records (GS-102)
DESTRUCTION DATE
6302008

University Library Services
4400 University Drive, Fairfax, VA 22153
recmgt@gmu.edu | 703.993.2201

BOX BARCODE
5465

PROCITE NUMBER
14002

RETENTION SERIES

College and University (GS-111)

DESTRUCTION DATE

7. Send the PDF file to your nearest printer and fold the page in half for single labels or cut the

labels in half for multiple labels to place onto boxes.

a. Please be sure to apply the labels to the correct boxes with packing tape. DO NOT use

staples or glue.



