Infolinx Instructions

Step 1: Log into Infolinx using your GMU credentials.

https://infolinx.gmu.edu/HomePage/main.aspx

Step 2: To create a box, select the “Boxes” tab, and then select the “Create” button.
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Step 3: Enter the dates your records range from and to. The “Date From and Date To” covers
the length of the entire box’s contents. The oldest record’s starting date should be entered as the
“Date From’, and the most recent ending date should be entered as the “Date To”. (ex. From
01/01/2015 To 12/31/2019). The “Cut Off Date” should reflect the most recent record date,
end of semester date or end of fiscal year date to generate a destruction date in Infolinx.


https://infolinx.gmu.edu/HomePage/main.aspx
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Step 4: Enter the Retention Series under the “Records Schedule” section and click the “Search”
button. The Retention Schedule will appear and be added.

Retention Schedules can be searched here:
https://www.lva.virginia.gov/agencies/records/sched state/search.asp

** a youtube video is linked on our website for additional help searching schedules
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https://www.lva.virginia.gov/agencies/records/sched_state/search.asp

Step 5: Under ‘Box Description” specify if these records are active or inactive records (ex.
Terminated personnel, graduated student files, open/closed contracts).
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Step 6: Under “Box Contents,” list the types of records in the box in detail. (Ex. Files for
terminated employees from 2012-2018) [To avoid confusion, please be specific and avoid
abbreviations.]

If adding record information for electronic records, please include the amount of data you have.
(ex. 50GB, 100MB, 10TB)
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Step 7: In the “Notes” section, input the information of the individual who packed the box
(name, email, phone number) and where the boxes are located (building/room number), and
any additional notes for the URM team, oddities, or internal retention policy.
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Step 8: If applicable, please complete the “Legal Holds” section for any known legal holds
currently in place.
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Step 9: Once all of the record information has been entered, select “Save and View” to review
the information, “Save and Close” to exit, or “Save and New” to create a new box.

Wl () tome &P preferences | (15 Reports | By Reauests {83 Admin (@) Dashboard (S prine [ Logout
infolinx

& Create Box

Last Inventoried Date: -

Procite Box Number:|

Procite Box Notes:

LeQal Holds} Select Al Remove All

Selected Legal Holds

Page 1 | Jump to Page: -
Quick Description Hold Name Hold Status _Hold Type

| a\_egal Holds l

Hold Name Hold Status Hold Type

|l
| (Rollover for Current Search)

Page 1 | Jump to Page: @ The search found 0 Legal Holds

Hold Name _Hold Status _Hold Typ

Licensed to Georga Mason University, Logged in as Training User - General Privacy Policy

Step 10: Once all of your boxes have been created and saved, select the boxes you want to have
picked up and select “Request Pickup.” Review your boxes on the next screen and then select
“Request Pickup” again.
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