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These are your main tools for navigating and using SMART System 
 
► Top Level Menu –  provides access to the various indicated functions 
 
► Item Type Tabs –  to search for various items (Boxes, Files, Record Series) 
 
► Quick Search Area –  used to enter search criteria for an item type 

Top Level Menu 

Item Type Tabs 

Quick Search Area 

Action Buttons 

Home Page Grid 

A SMART System Home Screen – listing search results in the Home Page Grid 
on the “Boxes” tab. Other tabs display their own Home Page Grid and search 

results. 

Cart 
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► Action Buttons –  execute specific actions: Request, Transfer, New, etc. 
 
► Home Page Grid –  displays queried results in a list that can be sorted by any column 
 
► Cart –  stores selected items that a user can access at a later time 
 
 
 
 
 

Finding Any Items (e.g. Boxes, Files, Places, Record Series) 
 

To Find Items: 
1)  Click the desired Item Type Tab – Boxes, Files, Record Series, Places, Users, etc. 
2)  Choose the field(s) in the Quick Search Area you wish to search. 
3)  Enter appropriate search criteria in any one or more of the search fields. To find anything 

with the word “correspondence” key in %correspondence%. 
4)  Click the Search Button (far left) or press <Enter> on your keyboard. 
5)  Results will be displayed in the Home Page Grid. 
 
Important: If search returns no items, too many items, or incorrect items, modify search 

criteria. Check spelling, simplify search, try fewer or different field(s). Click the Clear Button 
to start a fresh search. 

 
 

Requesting Boxes from the State Records Center 
 
To Request a Box: 
1)  Click on the Boxes tab. Quick-Search to find the desired boxes. (See steps 2 – 5 above) 
2)  Click the far-left checkbox next to each desired item. 
3)  Click the Request Action Button. 
4)  On the request items page you may add comments or select the dropdown box if the box is 

to be reviewed at the records center. 
 
 

Requesting Files from a Box 
 
To Request File(s): 
Important: FIRST search for the file using the Files Tab. It may already be in the 

SMART SYSTEM! 

 If so, simply Request the file(s) from your search results. Otherwise… 
1)  Working on the Boxes Tab, 

 Find the box containing the record. 

 Put a checkmark in the checkbox at the far left (only one box can be selected). 

 Click the Request Action Button. 
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2)  On the “Request Items” screen, note: 

 Immediately below the box information, you will see the words, “Enter Number of Files,” 
followed by a small, empty field and a button labeled Enter Info. 

3)  Type in the field the actual number of files or folders you want: 

 Click the Enter Info Button. 

 A small table appears in the lower left part of the screen. The table header is “Enter File 
Information”. 

 Enter file name (e.g. Johnson, William) or any type of name. 

 Enter sub name (e.g. DCN 12345) - optional 

 “Enter Special Instructions:” — optional. 
4)  Click Request. You should get a message that your request was successfully submitted. 

 
 

Creating New Items (e.g. Boxes, Users or Places) 
 

To Create a New Box:  (Steps are similar for creating new Users and Places, except on 
different tabs) 

1) Click the Boxes Tab, then click the New Action Button. 
2) If known, enter the record series for the box to be created in the Series # field or 
3) Enter the desired information in the quick search area 
4) Click the search button on the far right 
5) Choose the correct record series by selecting the radio button on the left 
6) Enter the owner box number - optional 
7) Either enter manually the from and to dates or choose the proper dates from the calendars 

on the right of the from and to date fields. 
8) Enter box information  
9)  Click the Save & Close Button to return to the Home Page grid or click the Save & New 

Button to continue creating similar items. 
10)  Labels for boxes or files have automatically been generated and sent to the label queue! 
 
Important:  Do NOT click Save & View, and then Save & Close – a duplicate box will be 

created! 
 

Creating New Files to Put in Boxes (Optional) 
 

To Create a Brand New File From Files Tab: 
1)  Click on the Files Tab — then click the New Action Button. 
2)  Choose applicable drop-down values and enter the desired file information. 
3)  Click Save & Close or Save & New to continue creating similar records. 
4)  Transfer new files to the new box, not to a pending transfer place. 
 
To Create a Brand New File From View a Box Screen: 
1)  Scroll to the contents area above the Infolinx System Fields. 
2)  Click the Add New hyperlink. 
3)  Choose applicable drop-down values and enter the desired file information.  
4)  Click Save & Close or Save & New to continue creating similar records. 
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Transferring or Returning Boxes or Files to the State Records Center 
 

To Transfer New and Returning Boxes to a Pending Transfer Place: 
1) Click the Boxes Tab. Enter in the Quick-Search area the items you wish to transfer. 
2) Click the search button 
3)  Click the checkbox next to item(s) to be transferred. Click the Transfer Action Button. 
4)  Click Search. Search and select a Pending Transfer Location from the Places Tab list. Or, 

if known, enter the pending transfer barcode number. 
     This is where you want the boxes or files to be picked up. Click OK.  

Note: Pending Transfer Locations are denoted in the location name with a (PT) at the 
end of the location name. 

5)  Click the Transfer Button on the Transfer page. 
6)  Records Center staff will contact you to coordinate for pick-up at a dock or other central 

location. 
7)  For returning files, send to the State Records Center via Inter-Agency or Postal Mail. A 

SMART SYSTEM created label must be affixed to the file. No other action is required within 
the SMART SYSTEM. 

Note:  If there are large quantities of files to return to the records center at one time, 
you can place them in an empty non record center box and set them on top of 
whole boxes to be picked up by the records center driver. However, no special 
file pick-ups will be arranged.  

 
Printing Labels 

 
To Print Labels: 
1)  Click the Labels button in the Top Level Menu. 
2)  Select the desired label queue to view – Missouri Box Label, Missouri File Label or Dymo 

File Label. 
3)  In the display grid, select the labels you want to print by clicking the checkboxes. 
4)  Click the Print Selected Button or click Print All if applicable. 

5)  Click  to print labels immediately (recommended). 
Important: Turn Adobe Reader® page scaling OFF before printing and double check page 
orientation!  

6)  Close the Adobe Reader® preview window – (click the X in the upper right corner). 
7)  If labels printed correctly, please Delete Printed Labels From Queue. 
 
 

Reprinting Individual Labels 
 
To Reprint Labels: 
1)  Select the Boxes or Files Tab. Quick-Search for desired items. 
2)  Click the checkbox next to all items for which you wish to print labels. 
3)  Click the Labels Action Button. Verify or change the label Design and Starting Position. 

4)  Click  to print labels immediately (recommended).  
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 Important: Turn Adobe Reader® page scaling OFF before printing and double check page 
orientation! 

5)  Close the Adobe Reader® preview window – (click the X in the upper right corner). 
 

 
 
 
 

Printing Search Results 
 
To print a selected page use the top level menu print option 
1) First sort your search results if desired — by any column. 
2) Click (icon) in the top level menu A new, separate Report window opens. Adjust your 

printer settings for desired results (optional), and then click print at the bottom of the 
Report. 

 
 

Updating Items (e.g. Boxes, Files, Users, Places) 
 
To Update an Item: 
1)  Click the desired Item Type Tab. Quick-Search for the Box, User, etc. to update. 
2)  Click the checkbox next to the item you wish to update. 
3)  Click the Update Action Button. 
4)  Make desired changes on the Update screen. 
5)  Click the Update Button when finished. 
Note: “Update” is also available when “Viewing” any Box, File, User, or Place. 
 
 

Viewing and Printing Records Retention Schedules 
 
To View and Print a Records Retention Schedule: 
1)  Click on Reports in the Top Level Menu. 
2)  Scroll to the Agency Retention Schedule Report. (first report under Retention) 
3)  Categorize results for division, section, and/or sub-section, Click Add Filter then click Run 

Report. A new, separate Report window opens.  

4)  Click on the printer icon  on the Acrobat tool bar to print the document. Adjust your 
printer settings for Landscape. 

5)  Close the Adobe Reader® preview window – (click the X in the upper right corner). 
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Tips and Reminders 
 
 Do NOT use your browser’s “Back” button – instead use Home link, Close or Cancel Buttons. 

 Every Quick Search section displays what criteria you used. Look for “Current Search: Find all…” 

 Use the Search Action Button, scroll down, refine searches by various Dates, User, Location Barcode… 

 Click the Clear Button (next to Go) to start a fresh search on any tab. 

 You can set the Starting position for labels in Manage Label Queues or when reprinting labels. 

 Problems viewing labels? Uninstall any/all browser toolbars such as Yahoo!® or Google™ using Microsoft  
Windows’® Start -> Control Panel -> Remove Programs feature. Check for and close Adobe Reader’s® ‘auto’ 
update if it is running in the background. Disable Windows® Internet Explorer’s® popup blocking. 

 To end your SMART SYSTEM session completely, please click on the word logout on the top level menu 
when you are finished. 

 


