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Home

& Open Records Portal MyRequests  FAQ

OpenRecords

The Open Records Portal is a central site from
which a user can submit a r: t

= Request Records

State Agencies Counties

: _ A
i1ll Browse All Agencies

“
@1 Cities ", Special Districts ﬁ School Districts/Schools

= How It Works
+ Find the governmental entity you want to contact and select the Request Records button for that agency
- If you do not already have an account with the State of Utah to connect to online services, you will create one here,

- Fill out the online form, including a detailed description® of the records you want, then click Submit

This is the Open Records Portal.
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My Requests  FAQ About Login

= Request Records

»e State Agencies
s

= View Records

_;‘,-_‘ All Records == Search Records Records Officers
e,

;‘- State Records == City Records 4= Login to Dashboard

e .

_;: County Records z= School Records

This is what the Open Records Portal will look like eventually, with its three different sections: GRAMA Portal (Records Request), Electronic Records Center,
and Records Officer Dashboard.



Open Records
Portal

2 Fantasyland \fl B
(Records Ofﬂcer Dash%oard JS2=00)

The three sections are like parts of Disneyland, all tied together by legislation.



Main street serves as an introduction to the whole park, and sets up your expectations for the whole rest of your trip: plan to be fascinated, plan to be
dazzled, plan to spend too much money, plan to eat too much food, plan to be around way too many people.

Legislation serves as the basis for the Open Records Portal, but in this case, the goal is not to take people’s money, but to help people gain access to
government records, and to equip records officers with tools to help them accomplish this objective.



Adventureland
{CRAWIA Portal)

Because it’s been an adventure getting it up and running!



Open Records Portal

«+ “...serve as a point of access for Government
Records Access and Management requests...”

UC 63A-3-403(11)(a-c)

-Some agencies have websites to submit requests online

-Some agencies have forms online

-Some agencies have no information online about how to submit a GRAMA request
-Some agencies have no website at all!



GRAMA Portal

Timeline:
- 2015
- State executive agencies
- 2016
+ School districts & charter schools
+ Public transit districts
+ Counties & municipalities
- 2017

+ Local districts & special service districts

So far only state executive agencies have access, but access is coming to other government agencies in the upcoming years.



Before the portal, records requesters had to visit each state agency, searching for the agency’s GRAMA form or submission page. This is not an easy task, as
each page is different, and some agencies don’t even have their forms up on their website.



Active Filters

Entity Level
Top Level (29)

Location (Cougty

Box Elo
More

Location (City)
Salt Lake City (227)
Draper (1)
Oaden (7)

Provo (5)
Taylorsville (4)
More...

Date Created

Agency Type: “State Government
remove]

| Entity | Agency Type: "State Government"

Find

4

Search state agencies

0 results

Names of Governmental Entities

Alphabetic Browse

-~ Aitar

Prev [1] 2 3 4 5 6 [SIISNH022 GoToPae:

Next

Per Page

Sort: | by Relevance v

[+] Alcoholic Beverage Control Commission | (RequestRecords )
[+] Board of Education | (RequestRecords )
Board of Pardons and Parole. (RequestRecords )

[+] Capitol Preservatiog
Career Service Revie

[-] Department of Administrative Services |

View agency
hierarchy & contact

information

[] Division of Archives and Records Service 1

Submit a records request
" Request Records )

_ RequestRecords
Division of Administrative Rules | 3

( Request Records )

Department of Administrative Services >Division of Archives and Records Service
Division of Archives and Records Service
http://archives.utah.gov/

View online
records & series

information

Records Ofﬁcer Glen Fairclough B
801-531-384

346 South Rlo Grande Street
PO Box 141021

Salt Lake City, UT 84114-1021

& Online Records
& Record Series (State Archives

141021
Salt Lake City. Utah 84114-1021

State Records Committee | (RequestRecords )
Test Agency | (RequestRecords )
Utah State Historical Records Advisory Board | (RequestRecords )

Now, records requesters can visit the ORP and find everything they want right there. They can:

Search state agencies to find the one they want

- Drill down through the hierarchy and see the contact information for the agency’s records officer
- Look at the records an agency has online, or see what records series the agency has scheduled with the Archives

Submit a records request
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utah A & gl = A n a o X | o o

gOV Government  Employment Business Education Residents Visiting About Utah Connect Services Settings Support
Home My Requests v A «§ Share
About Logout

View previous requests

< Homé View request status

Show| 10 [ entries

Advanced Search

Date Submitted v

Test Agency 04/20/2015 11:01 In Progress 05/04/2015

© Test Request

1
© Sent after overnight hiatus Test Agency 04/07/201508:26  Approved 04/22/2015
47
© Test Request #2 Aging and Adult Services 04/08/2015 10:09
35 -
View due date
@ Test Request to See What Can Be Seen Before the Request Test Agency 04/08/2015 11:33
Is Received 58 Expired7s8
© Delayed submit of Request Test Agency 04/03/201509:12  Time 04/17/2015
58 Expired/Denied
© Testing for wait time Test Agency 04/02/201513:47  Approved 04/16/2015

After they’ve submitted requests, users can see all requests that they’ve previously made.
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< My Requests =
Records Requested

Title: Test Request

Date Due: 05/04/2015

Total Fee for Request: To be determined

Request Status:

Description:

FERREE View information about each

Record Access:

portion of the request

Requested 05/04/2015

Request Expedited Denied 05/04/2015

ShewenneseReS 0 SV Acinamalc

Main Request

See fees associated LErE View tasks created by

with each portion et the records officer

Kendra Yates

Description: ContaCt the
records officer

Review a log of
all actions taken

Users can also go into each request to view more details about what’s going on or what happened with it.
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GRAMA Reqguest Demo

« openrecords.utah.gov
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cer Dashbord

Records Officer Dashboard

< Home
Kd entries

Show 10

Title

Murray Police

Contract Request - Bear Lake Marina

Test Request
Copy of Case File

S ) QUINNEY College of Law

s Requester §

Tyson Badovinatz

Steve Bean

Renee Wilson
Bonnie Holmes

David Amidon

ncy

Aging and Adult Services
Parks and Recreation

Test Agency
Aging and Adult Services

Facilities Construction
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Requests

+ Records Officer 4

Stella Martinez

Nathan Schwebach

Kendra Yates

Stella Martinez

Cee Cee Niederhauser

The records officer dashboard is similar to the user’s dashboard, but shows additional details.

Date Submitted

04/23/2015

04/22/2015

04/20/2015

04/14/2015

04/08/2015

FAQ About Logout

Search:

Advanced Search
Status § DateDue §

Not Yet
Received

Requested

Requested  NotYet

Received
In Progress  05/04/2015
In Progress  05/01/2015

In Progress  04/23/2015




im] openrecords.utah.gov ¢ t (=) q

uta A

gO Governmeg = Visiting About Utah Connect Services

Respond to individual reques
portions separately

n a < X | & =

Settings Support

Respons

Date Due

Main Request Requested 05/04/2015

Request Expedited Denied 05/04/2015

Request Fee Waiver 05/04/2015

;:'jus Sl Break up the request into
Total Fee Quoted: e multiple sub-requests
Date Due: 05/04/201

* Kendra Yates 4 reate taSkS, make
notes, view log

Assigned Records Officer:

T App!y Extraordinary
Circumstances

Email the
Approve/deny requester

Refer requester to
another agency

Fees cannot be paid via the portal, but they can be listed and detailed.
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GRAMA Response Demo

« openrecords.utah.gov
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GRAMA Portal Challenges

« Hierarchy cleanup

+ Glen, Nova, Hierarchy Committee
- Compliance with the law

- Time limits, rules, extraordinary circumstances, fees, referrals, etc.
- Notifications

+ Records officer, GRAMA officer, office email

+ Tools

- Tasks, notes, assign others, split up request, etc.

- Design

« Must be user-friendly!
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Requests

Administrative Services
DHS
DEQ
Other (1 each)

@® Board of Education
Health
Commerce
DNR
UDOT
Heritage & Arts
Insurance
Alcoholic Beverage Control
DHRM
DWS

We’ve had 100 requests through the portal so far. However, a lot of the requests to Administrative Services came from me, since | have to test out the
system.

“Other” agencies includes:

- Independent Executive Branch Ethics Commission
+ Inspector General

- Finance

- Labor Commission

- National Guard

- Pardons & Parole

- DPS

+ Public Service Commission

- Vetern & Military Affairs

+ Agriculture & Food

- Capitol Preservation Board

+ Career Service Review Office
- DTS
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Requests (w/o test agencies)

Administrative Services
DHS

DEQ

Other (1 each)

Board of Education
Health

Commerce

DNR

UuDOT

Heritage & Arts
Insurance

Alcoholic Beverage Control
DHRM

DWS

This chart shows the distribution of requests without my test requests.

“Other” agencies includes:

- Independent Executive Branch Ethics Commission
- Inspector General

- Finance

- Labor Commission

- National Guard

- Pardons & Parole

- DPS

- Public Service Commission

- Vetern & Military Affairs

+ Agriculture & Food

- Capitol Preservation Board

+ Career Service Review Office
- DTS
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Because the ERC is what’s coming next!

20



Electronic Records Center

« “...provide link capabilities to other existing
repositories of public information, including maps,
photograph collections, legislatively required reports,
election data, statute, rules, regulations, and local
ordinances that exist on other agency and political
subdivision websites;

+ “provide multiple download options in different formats,
including nonproprietary, open formats where
possible...”

UC 63A-3-403(11)(d-e)

21



Electronic Records Center

Types of online records:
« Records ingested to Archives

- These can be made available online
« Records on agency websites

- Links to agency records hubs

22



Electronic Records Center

Online records type 1: Ingested records
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<

My Requests Login

= Request Records

A  state Agencies
et

= View Records

A Al Records % Search Records Records Officers

N

;‘- State Records -~ City Records = Log in to Dashboard
N

z= County Records ==, School Records
ot

Ingested records will be fully searchable.
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O search agencies instead

Records Search = Administratic
Narrow Results Viewing 1-25 of 263 results ‘Administration”  Agency Typs te x  Format: PDF x
Years: 2002-2012
Agency Type
< State = 34 e AgencyA-Z ¥ perp v
Administrative Files
Department of Administrative Services (DAS)
Agency Name ~ Record details
Department of
Administrative Services These files document the activities of the Department of Administrative Services
t ser Adv Sommittee, Division Director
Department of aneous meetings
Agriculture and
Department o Public (UC 63G-2-X
Commerce State 1-59: Open Meeting Minutes and Public Materials
n of Archives and Permanent
Records Service 13438
Public
Administrative Correspondence
Location - County Division of Archives and Records Service
Salt Lake 1
Davis
Utah ~ Record details /- View records
Washington
Morgan
Kane
More
Administrative Correspondence
Location - City Department of Agriculture and Food
Salt Lake 2008-2009
» Record details View records
Sandy
Provo
Beav

More

Record Type Administrative Correspondence

Administrative Department of Environmental Quality (DEQ)
Finance 2009-2012
Human Resource

v Record details View records

Medical

Administrative Correspondence
Department of Human Resource Management (DHRM)
2004-2012

~ Record details View records

Search results will include standard digital library / database sorting and filter features.
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ocds 1 Or search agencies i

Records Search = Administration

Administrative Files Search Results

Administrative Files

Department of Administrative Services (DAS)

2002-2005

Thes rative Services

dmin

le: the activities of the Departme

Series Number

13438 regardi on, U Advisory C: ittee, Division Directors’
Meeting us meetings.
Classification 1.32
32
Public gr
Public (UC 63G-2-301)
See Mare > 1-59: Open Meeting Minutes and Public Materials

nt

More information will be shown at the series level, as well as a preview of the records.
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Electronic Records Center FAQ About  Logout

Liability risk management claims

Cases 1932-2839

e 4P

UTAH STATE ARCHIVES AND RECORDS SERVICE

EMERGENCY PREPARDNESS AND DISASTER
PLAN

For Emergency Prevention, Mitigation, and Recovery

State of Utah
Department of Administrative Service
Division of Archives & Records Services
2008

Individual records will be viewable and downloadable.
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Electronic Records Center

Online records type 2: Links to records
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Active Filters

pe: "State Government

Entity Level

Top Level (29)

Location (County)

Location (City)

Salt Lake City (227)

Date Created
)
(1)
(1

1
1
1
1
1

| Entity | Agency Type: "State Government"
Names of Governmental Entities

Alphabetic Browse
Find

Results Per Page: Prev 24 k84 K44 k5l 56 SN B aS A
ad Next

540 results
[+] Alcoholic Beverage Control Commission |
[+] Board of Education |
Board of Pardons and Parole |
[+] Capitol Preservation Board |
Career Service Review Office |

[-] Department of Administrative Services |
Division of Administrative Rules |
[-] Division of Archives and Records Service t

Division of Archives and Records Service

Division of Archives and Records Service
http://archives utah.gov/

Records Officer: Glen Fairclough &4
8015313841

346 South Rio Grande Street

PO Box 141021

Salt Lake City, UT 84114-1021

& Online Records ]
& Record Series (State Archives |

| Search
| Clear |

22 Go To Page
v

Sort: | by Relevance v
Request Records
(Request Records
(RequestRecords )
(RequestRecords
(Request Records

| Request Records
Request Records

sl S SR
e ?« Lake City

Rio Grande P.O. Box
141021

Salt Lake City. Utah 84114-1021

State Records Committee |
Test Agency |
Utah State Historical Records Advisory Board |

( Request Records )
Request Records )
| Request Records

Agency search page currently looks like this. If you click on the “Online Records” link, you get...

29




...a list of links to online records.

Department of Administrative Services. Division of Archives and Records Service

Military service cards
Spanish American War and Philippine Insurrection service cards
Data entry testing files Oracle

Territorial militia service cards




Agency Search

Narrow Results

Agency Type
+ State

County
City

Special District

Location - County
Salt Lake
Davis
Utah
Washington
Morgan
Kane
tore

Location - City
Salt Lake (2
Ogden (2
West Jordan
Sandy
Provo
Beaver
Wore

Date Created

~lto/2012 ~

Has Records Online
Yes

Viewing 1-25 of 260 results for “Office’

2 3 4 10 >

«< < 1

~ Office of Education
Board of Education

Request Records )

Contact Information
www.schools. utah.gov/main/
8-7500

st 500 South
P.O. Box 144200
Salt Lake City UT 84114-4200
9 mop it

250 F

Records Officer(s)
Benjamin Rasmussen

ving Acc

v Divisi

1 of School Foo

~ Office of Rehabilitation
Board of Education

~ Payroll Office

Division of Finance, Department of Administrative Services

~ Office of Finance
Department of Health

~ Beaver Office

Division of Child and Family Services, Department of Human Services

v Office of the Comptroller
Department of Transportation

~ Office of State Debt Collection
Division of Finance, Department of Administrative Services

uncil to the Divisior

Services Advis:
n Educati

Commitiee

Or saarch e

Agency Typs x 897-2012 x
Online Records
School building construction project, 2004
School building specifications, 20002007
School bus program reports, 2010—
Scrapbooks, 2009
View All Records
Other
Open Records Portal statistics
Utah State Archives Records Series Information
Update agency informat)
of Serv the Blind and Visually Impaired  (REaUBsREcod8

Records

unt Commit

Reauest Records

Military Children Reavest R

Reaves

RequestRecords )

Request Records )

Request Records

RequestRecords)

RequestRecords

31

The agency search page will eventually include links directly to records hubs and/or records series.




Farptasyland ,
(ReCOrds Offlcer Dashboard)

Because the Dashboard is a lofty goal, and will require a lot of work to make it a reality.
Photo copyright Tours Departing Daily, taken from toursdepartingdaily.com
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Records Officer Dashboard

Necessary to allow records officers to
accomplish what is mandated for us and them

Necessary for best customer service and
usability

Incorporates a centralized Archives interface for
all Archives services

There is not legislation specifically for the dashboard, but the dashboard is needed to fulfill existing legislation in the most convenient and user-friendly way.
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Dashboard: GRAMA Requests

Dashboard FAQ About Logout

GRAMA Requests RE,.IK,“,F.,’;L Training  MyAgency My Records My Account

My GRAMA Agency-specific Agency GRAMA
Requests GRAMA Requirements Officers

Go to Requests instead of this page
when GRAMA tab is cicked

Ombudsman and
GRAMA Help Local GRAMA Laws

Dashboard will include 5 areas, the first of which revolves around GRAMA requests. Here you can access the GRAMA Portal, detail agency-specific GRAMA
requirements such as forms or permissions, designate which records officers are GRAMA responders, and upload local ordinances, if applicable.

34



Dashboard: Training

Dashboard FAQ About Logout

GRAMA

Training Requests | Training  MyAgency My Records My Account

Suggest a Training

Certification Online Resources Topic

View Training Request

Register for Training Secalohe Attendad In-Agency Training

The second area of the dashboard is all about training and certification. Records officers will be able to sign up for training, view previous training sessions
attended, suggest training topics, request a personal training session for the agency, and study for and take the certification test.
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Dashboard FAQ About Logout

¢ i GRAMA “ . 2
Certification Reaiasts raining ™ My Agency My Records My Account
Centification Regiswr for Traning Anendad Sessions. Online Resources. Suggest a Topic: Request Training

Congratulations! You are certified!
Your certification will expire on March 12, 2016

Take the

Study Test Materials Certification Test

The certification page will include study materials, a link to take the test, a nifty icon so you can see that you’ve accomplished something, and the date upon
which your certification will expire.
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Dashboard: My Agency

Dashboard FAQ About Logout

a —
My Agency é;‘;ﬁg‘sﬁ‘s Training | 'MyAgency | My Records My Account

Agency Profile Personnel Portal Settings

Records Request
Requirements

Record Sharing

Sister Agencies Agreements

Lorem Ipsum

The third area of the dashboard is all about the agency. Here the records officer can update agency contact information, including personnel; designate
record-sharing agreements and sister agencies; upload forms specific to their agency; and configure Portal notification settings.
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Dashboard FAQ About Logout

My Agency - Personnel Rosuess  Training W My Records My Account

Agency Profie  Personnel S SismrAgencies  Recor Sharing Agreements  Forms.

Records Officers Edit

Kendra Yates

(7 ]C18)

346 South Rio Grande
Salt Lake City UT 84101
Phone: 801-531-3866
kendrayates@utah gov
Added 3/1012015

Nova Dubovik
as

348 South Rio Grande
Salt Lake City UT 84101
Phone: 801-531-3836
ndubovik@utah.gov
Added 3/10/2015

Chief Administrative Officer
Hephaestus Minton
a

346 South Rio Grande

Salt Lake City UT 84101

Phone: 801-531-3842
hephaestus minton@gmail. com
Added 3/13/2015

This is an example of the information that a Personnel page might include. The icons associated with each name indicate certification, Grama responder, and
destruction officer.

38



Dashboard: My Records

Dashboard FAQ About Logout

G —
My Records R‘;’;Cg;(‘s Training  MyAgency My Records My Account

My Record Series Records Holdings Lorem Ipsum

Upload Digital View Previous
Records ImnsiepRocords Transfers

Edit an Existing

Create a New Series Series

The fourth section of the dashboard is the most ambitious portion of the dashboard, and is all about records. Records officers will be able to view records
series and record holdings, create records management plans, schedule new series, revise existing series, schedule records transfers, transfer digital records
(small loads), and view previous transfers.
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[ )as yarad Dashboard'  FAQ About Logout
My Agency’s Records Series Requests  Training My Agency m BOOTOeT My Account
My Record Series Craate Series FaitSenas Transtar Racords. Upioaa Records Previous Transiers Racoras Hoiaings
See records for |[seiect agency = | o vewns
¥ View active series ¥ View pending series View dosed series
Series - Title Retention Disposition Designation
83683 | State employee newsletter €at | Permanent Neverdestoy = Public
85065 Executive correspondence, 1984- Eat 5 years Destroy Public
80078 | Mail authorization forms, 1984 €dt | 3years Destroy Public
59928 Liability risk management claims  €ot 50 years after Destroy Protected
case cloases Controlled
Private
99999 Series Title £dt  Permanent Never destroy Private
99999 Series Title eae  Permanent Never destroy Private
Recent Activity

This is an example of what information the series page might include.
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) Dashboard FAQ About Logout
Series Detail ée’éﬁg'lﬁ Training My Agency m BEOraST My Account

My Record Series  Crnate Senes EdtSedes  TransecRecorss  UploadRecomss  PreviousTransfers  Recoras Holdings

Liability risk management claims Active

¥ Rmk Management, DAS

b of e
dependents of camant

o se

16222332390

rds Management Plans Electronic Records Log/History
© Record Copy: Proprietary database ca
Format  Digital: Proprietary database

2000

Update with software
Export yearly to CSV format

In-office & Offsite

Maintain in office 50 years or until backed up to archives
Record Sharing & Permissions  Database shared with Department of Whatever, Department of
Something, and Risk Management

Risk Management maintains the records

All agencies have permission to access, edit, and distribute the
records according to law

Files backed up in real time to database cloud server

Archival backups burned 1o disc weekly

Other agencies' copies provide redundancy

© Disc backup Estmis copy

Darned Pany Carmatl  Ninital O, sacu datah

The record officer would be able to see all information about a series in one place, and be able to edit the information as needed. ROs could create records
management plans, which would replace our current format management system.
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Oft r Dashboarad Dashboard|  FAQ About Logout
Series Detail R‘;*;C'E‘;(‘s Training My Agency W My Account
My Record Seres Create Series FanSenas Transtar Racords. Upioaa Records Previous Transiers Recaras Holdings
Liability risk management claims Active

Agency  Rmk Management. DAS

e
Sependents of ciamant.

o 89028
Protected (UC 63G-2:308(12.18.16.22.23.32.33)

20)

Conroled (UG 630-2.20X1,
Piivate (UC 636:2-302(1 1) (o1)

Soyeas

Destoy

Cases 1932-2839

s 1-3-1999 - 4:3-2002
hitps.//openvecords. ulih gov/846/50028/ 1a2b
432052

4202015

Whom Renée Wilson

dated 11-20-2015

Cases 8493-11932
s 5-4-2006 - 12:12-2000
o hitps//storerecords.com/ 13025

Lacee 9409 14099

If a series contains records that have been ingested to the Archives, those records could show up within that series information.
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| ) S Al Cl Dashboard FAQ About Logout
Series Detail Requests  Training My Agenoy B My Account
My Record Seres Craat Senes EditSerias Transter Racords Upload Records Previous Transters

Recoras Hoiaings

Liability risk management claims

Active
Agency  Rnk Management. DAS
Descrption These cave fles are wred 1o « reportg. mvestaton, and vetferment of bbity daemm fiod agamt
e state. coteges and unwerae e notes regardng e
pcider

nd schooi deticts. Thase tes nckide mvestos

tod partas, sumemons, complen

. depostions, fnancal
dsess. tepnone
——

ement. Personal denthyng mfsrmaton ‘narme.
Poreble paychistic hekory, propedy ommership, 80 1

b,
Gependents of camant

we se028

Protected (UC 63G-2:305(12,18.16.2223.3239)

Conroled (UG 630-2.203(1.2.6)
Private (UC 630.2.302(1 1) (o1)
50 years
son  Dastroy

Records Management

Cases 1932-2839

Dates 1-3-1999 - 4-3-2002

More detail of ingested digital records, as viewed from within a series.

Agd records | Delete Records
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Dashboard: My Account

Dashboard FAQ About Logout

G P—
My Account ,é’e’;{}’u‘;{‘s Training  MyAgency My Records My ACCOUNt

My Profile Portal Settings Certification

The last portion of the dashboard would be the user’s personal account page. Here the record officer could view and update their own contact information,
study for and take the certification test (which is linked to from this screen as well as the Training screen), and update portal notification settings.
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)| Dashboard FAQ About Logout

My Profile R‘e’;{};‘;{‘s Training  MyAgency My Records W

MyProfie | PonalSemngs  Cemfeaton

Personal Information Eat
Hephaestus Minton
346 South Rio Grande
Salt Lake City UT 84101
Phone: 801-531-3842

hephaestus. minton@gmail.com

Aschives certified Expres 3162 s
Agencies

Test Agency

Chief Administrative Officer v

Records Officer &

346 South Rio Grande
Salt Lake City UT | 84101

Phone: 801-531-3842
testagency409G@gmail.com
testagency.gov

This is an example of what a personal contact information page might look like while being edited.

45



A good quote from the Indiana Jones ride. :0)
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Contact Information

Renée Wilson

reneewilson@utah.gov
801-531-3842
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