NON-RLO’s: RECORDS MANAGEMENT TULIP DATABASE
— PROCESSES

1) LOGGING INTO THE RM DATABASE

2) CREATING A TRANSFER REQUEST

3) FILLING IN YOUR TRANSFER LIST

4) HOW TO SEARCH FOR PAST AND PENDING
TRANSFER REQUESTS

5) REQUESTING AN ISSUE

6) RETURNING AN ISSUED RECORD
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1) LOGGING INTO THE RM DATABASE

Log into TULIP as normal and go to the Administration tab:

A this i

A Tuiip Home

Welcome to Tulip

Teaching Management Information X Take a quick tour of the new-look Tulip

Students, classes, modules, Supervisory

meeting records, PG reports and timetables

Research & KE

Links to the Business Objects and reports

relating {0 data in TULIP Q Your In-Tray is currently empty

HR

Research Projects, Outputs and Knowledge PDR, Portfolio of Activity and other personal

Exchange data

Administration Finance

Personal, general and departmental

Planning, Purchasing, Reporting, etc.

administration

You will then see the Records Management Database menu:

A Tulip Home / Administration

Administration personal, general and departmental

Records Management
Records Management systems

Personal

Personal Details - TULIP

Browse and search for transfer
requests

Search Records Management Transfer Requests €4

Computing Services Registration Information

Request Staff Smart Card
View Staff Card Charges
Web Profile

My Delegated Roles
Vehicle Information

Time Allocation Schedule

Dynamic Email Lists
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2) CREATING A TRANSFER REQUEST

Go to the Records Management menu in TULIP and select “Request Records
Transfer”:

A Tulip Home / Administration

Administration Personal, general and departmental administration.

Personal Records Management
Records Management systems
Personal Detalls - TULIP Browse and search for ransfer
Computing Services Registration Information requests Search Records Management Transfer Requests €

Request Staff Smart Card
View Staff Card Charges
Web Profile

My Delegated Roles
Vehicle Information
Time Allocation Schedule

Dynamic Email Lists

Click “Create a new transfer request”:

Records Manajement Trarrshers

Records Management Transfer Requests

Lhe thes screen o oresbe a ransier equesl or eoonds o be senk o e ecords Odhee Desouss s walh o lecal Beooeds Lison OHheer belore crestng and st

Recaord Liasocn Officans)

The name of vour departmental Records Liaison Officer(s) will appear here. If vou don’t have one then please contact us.

Filier by

Vit period canmat be: issnimed
Shuw 1equests

VLT 523N CESLITS W 30peeT Ve

+ Cmata anew ranshe requask _
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This pop up screen will appear, please fill in the details as described below:

This allows you to select if you want to store your records with us: select ‘Storage’, or if you
want them to be confidentially destroyed: select ‘Destruction’. You can also select whether
you’d prefer to deliver the records to the Records Centre yourself, or if you'd like to arrange
for us to collect them. If you require both storage and destruction you will need to submit 2
separate requests.

Create & new Hansies requost

0 We Gan unly 00sp! evon el need sionng unters e Uinversily recoeds telenbor

scheduie of if there & a relevant exemption. Peease contact us tefore proceading if you are
UnsUne

Also none that you will 9et en emall detading the records deposited with Ls bt they can only
Byt or Bamoened Wi the aatabae e B wioe ir denarmenta Reconds LISon OMcers)

Name of departmental Records Liaison Officer(s) ) ANKL we: wili 250 sk the
RLOS 0 Migie 3 Ceusan ofl U Ties Whien ey 1e=ach Men renew dale. 1 you co nul e

an RLO or there 8 a probiem with this aooroadh then phease contact us %0 discuss,
Consignment Type

Slocage
© Select *Storage” If your records are being sem for semi-Current siofade, *Destruction® f
may are being sent for confidontal destruction
Collect or Deliver?

Colect

O You can chnoss o doiver YouUr awn recoeds 1o the Records Managemont OMce, of
50 s B codiescied

Create fransfor request
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Fill in the transfer request screen:

Where it says type of record, if the type is not in the drop down or if there is more than one type,
then select the ‘Other’ option and use the notes to elaborate. Some of the fields that are completed

automatically can be changed if you need.

The contact name for content should be the person who owns/ is responsible for making decisions
on the records. In some cases this will be you, in others the departmental RLO but it may also be
someone else that you nominate, e.g. if you are submitting the list on behalf of someone. This can

only be changed in the transfer list screen.

The contact name for collection is the person who will be around on the day when we come to pick
up the records and will be the person who gets the reminder emails about the collection.

Click the save button and then submit the request:

@ Please select an option that best fits the type of flles in this consigment. If there is a mix of file types, select Other and provide further detalls in the notes

Contact Name for Collection Your name will appear here- this can be changed if necessary

@ The name and telephone number of the person in your department responsible for coordinating this transfer

Department CL Computing Services Department
Record Liaison Officer(s) Names of RLO(s) in your department will appear here

Contact Name for Content

Your name will appear here- this can be changed if necessary

@ The name and telephone numbETOTTITEPETSOTT TS TS RITOWTETE OT TTE COTTETT OT TS DUXES. TS Wi TTOTTTaNTy DE TITE DETSOTT Wit TTas THTet T e ramsrer list.

Collection Address Brownlow Hil

@ Enter the room number, building name/id and address from which the boxes or bags should be collected

Notes

@ Enter any additional information that may be relevant

Created by Gemma Parry on 1 November 2018

[ (—

Gz beobon A ddvma FroT 1. fxi Py C50 Browrlon Bl

i Crier oy od dizro infarmardes had ey be rebas i

Urmpalyd by Shyrwes Py or & Hap ke 055

B S = rewch Faeepren _
-
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Once submitted, the contact name for collection will receive the following
email:

You submitted a request to store xx boxes on dd/mm/yyyy. The consignment id for this request is
2000xxxx. Please now begin to create your records transfer list. Your transfer list must be completed
as soon as possible, and at least one week prior to the agreed transfer date, or your transfer will be
cancelled.

k%%

The Records Management Team will then offer you the next available date for collection and the
contact name for collection will receive the following email:

You are booked in for a collection from Records Management on dd/mm/yyyy. You must now confirm
your acceptance of this date by accessing your transfer request and clicking the 'Accept’ button, or
'Reject’ if you are unable to accept this date.

The collection will take place between 9 a.m. and 11.30 a.m. so please ensure that you, or a colleague,
are on hand to give us access during this time.

If you are having confidential waste collected it must be in the white sacks (provided on request). Do
not overfill the sacks and ensure that there is no plastic and no large metal fastenings. Paper/card files
containing records may be put into the sacks, and small metal fastenings such as staples and paperclips
are permitted. If you have non-paper media for confidential destruction such as CDs or disks then do
not put these into the sacks. Please package them separately and clearly mark them as non-paper
confidential destruction.

If you are having records collected for storage in the University Records Centre then they must be in
the Iron Mountain boxes (provided on request). The boxes should not be overfilled - the lid must fit
securely onto the box and it should be an easy weight for one person to lift. The paper records should
be removed from plastic wallets, ring binders, box files, elastic bands, and plastic or metal binding.
Nothing should be written on the outside of the boxes. The electronic transfer list should have been
completed at least one week before the collection date and if you have not submitted it, please do so by
the end of today.

If the above conditions are not met we may be unable to take the material and you will have to wait
until the next available collection date which could be some time in the future. If you have any queries
or need to change your collection date then please let us know by adding notes to your transfer request.

After receiving this email you must then log back in to TULIP and onto your
transfer request screen where you will see a green ‘accept’ or red ‘reject’
button. Please press which one is applicable.

If you reject the given date, you will be offered a new date by the Records Management team
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3)  FILLING IN YOUR TRANSFER LIST

After you have clicked save on the transfer request page, scroll back up to
the top and click the “Transfer List” tab. Select ‘Add a record’:

& Thiz Is Test tulip [E0p]

Records Management Transfers © 20001305

Transfer Request Details | Transfer List -

A Please note that records sent in by a depariment can usually be accessed by any member of that depariment. If there is any reason why this is nol appropriate (for example you are sending in confidential staff files), you should add a nole in the "Specia
instructions” field for that box. We will contact you to make arrangements for restricting access to the material

Similarly, i the records relate to a clinical trial of an invesfigative medicinal product (CTIMP), please also note this in “Special instructions” and state who can have access fo and authorise the destruction of the records (this will normally be the nominaled archivist for
the study).

If you have any questions then please contact Records Management Services on extension 45675.

Contact Name for Content . . .
Your name will appear here- this can be changed if necessarv

€ The name and telephone number of the PEISoN WHo Nas KNOWICTGE OF e content o Ihe Doxes.

Click here for guidance for boxes

Copy | Excel Print

Box number/ref Description of records Trigger date Class type Action date Location

There are no entries on the fransfer list
Showiing 0 to 0 of 0 entries.

Created by Gemma Parry on 1 November 2018

+ Add a record

1

At this point you can begin to fill in the information for the records you are adding to the list. You
should use the retention schedule available on the database which will allow for the correct record
type to be easily found and it will add in the trigger type automatically. Follow the guidance under
the ‘i’ symbol to complete your list.

Once the list is complete ensure you click the ‘submit your list’ button submitted, and processed by
the Records Management Team, it will be locked. This means that Records Management Staff can
still make changes, but the staff member/RLO submitting the request and list will not.

Bear in mind that you can copy boxes if you have more than one with similar details.
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Add a record to the transfer list

Box number/ref

@ If you have a unigue departmental code/references for each box then use that. Otherwise just number the boxes. Write this reference on
the outside of the boxes so we can match each box fo the correct entry on the list but do not put anything elze on the outside and do not
write anything that could identify the contents.

Description of
records

s
6 Please make your description as detailed as possible so that we can check the class numbser and retention period and so that you or your
colleagues can easily identify material from the description in the future.

Special
instructions
4

O Please enter notes here if access to the records should be restricted, or if any other important information specifically applies to this box.

Class type Class

 This is the seclion of the retention schedule that your records come under, e g. student administration records are O and examination
papers are 0.21_ You can use the University retention schedule to find this out. It will soon be available via this dafabase and in the
meantime can be viewed at: v liverpool ac.ukfcsdirecords-management/retenfion-schedule/. If you are unsure about class type or class
number then contact us for help.

Trigger date type -

Trigger date daimmiyyyy Action date ddimmiyyyy

 This is the date that will determine the retention period, i.e_ it is this date to which we will add the appropriale number of years to
determine when the records will be reviewed. You can find the correct trigger date type for your records in the retenfion schedule and then
work ouf the trigger date. Often it will be the date of the latest material in the box, however there are some exceplions, for example:

« For most student files and assessed work we require the date of graduation in order {o set the appropriaie retention

= For projects, such as research projects, we reguire the completion date of the project

If selecting 'Other', please clarify in the noles what type of date you are using.
You should then base the action date on the guidance given in the retention schedule for the class{es) of records in this box. Open
Retention Schedule

Notes

=1 -
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Remember to submit the list when you have finished:

A this is test tulip [tlip]

Records Management Transfers | 20001305

Transfer Request Details Transfer List

A Piease note that records sent in by a department can usually be accessed by any member of that department. If there is any reason why this is not appropriate (for example you are sending in confidential staff filss), you should add a note in the "Special

instructions” field for that box. We will contact you to make arrangements for restricting access to the material
Similarly, if the records relate to a clinical rial of an investigative medicinal product (CTIMP), please also note this in “Special instructions” and state who can have access fo and authorise the destruction of the records (this will normally be the nominated archivist for

the study)
If you have any questions then please contact Records Management Services on extension 45675,
Contact Name for Content Your name will appear here- this can be changed if necessarv |

© The name and telephone number of the person wito has knowietge of ine conlent of the boxes.
Click here for guidance for boxes

Copy FExcel Print
Trigger date Class type Action date Location

Box numberiref
01-NOV-18 02 01-NOV-24 & Copybox

1 test
oz 01-NOV-24 @ Copybox

test 01-NOV-18

Description of records

Showing 1 to 2 of 2 entries.

Created by Gemma Parry on 1 November 2018

rd A Submit transfer list

+ Adda
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4) HOW TO SEARCH FOR YOUR PAST, CURRENT AND
FUTURE TRANSFER REQUESTS

If you need to search for your previous or pending transfer requests to
Records Management, you can do so as shown below:

First, log into the TULIP database and from the Records Management menu,
select “Search Records Management Transfer Requests”:

A Tulp Home / Administration

Personal

- Personal Details - TULIP

Administration personal, general and departmental administration.

Records Management
Records Management systems

+  Computing Services Registration Information Bmwseam:e'r::erim”mmer Search Records Management Transfer Requests & _
- Request Staif Smart Card
- View Staff Card Charges
+ Web Profile
- My Delegated Roles
+  Vehicle Information
- Time Allocation Schedule
- Dynamic Email Lists
You will be taken to this screen:
A this iz test tulip [t1ig)

Records Management Transfer Requests

Bacord |sgizon Denzerz)

Names of RLO(s) in your department will appear here
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5) REQUESTING AN ISSUE

If you require a file or box to be temporarily returned to you, you should contact your departmental
RLO to arrange this for you. If your department does not have an RLO or you are unsure who it is you
should contact Records Management directly on x45675 or recman@liverpool.ac.uk, and we will
arrange the issue of the records.

6) RETURNING AN ISSUED RECORD

When you want to return a box or file that you have had issued to you, you should follow the same
advice as above and either contact your departmental RLO or the Records Management team
directly on x45675 or recman@liverpool.ac.uk, and we will arrange the return of the records.
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