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 Running Reports and Viewing Boxes in Versatile 
The State Records Center (SRC) uses Versatile to manage records boxes (referred to as inventory) sent 
to them for offsite storage. This document outlines instructions for UW-Madison units that want to create 
reports that list the boxes their unit stores at the SRC. 

You can use the links below to navigate the sections of this guide. 

• Running a Report for Department Inventory (Boxes) at the State Records Center

• Searching for and Viewing for Individual Box Details

• Running a Report on Destructed Boxes

Running a Report for Department Inventory at the State Records Center 

1. Log in to Versatile using your user ID and password that you received from the State Records Center
(SRC). The company field should be set to 285A-UW Madison.

Your user ID typically starts with an A and ends with the first 2 letters of your last and first name. If you 
forgot your username or password, please contact the SRC directly. 

2. Once you’re logged in to Versatile, select “Retrieval” from the toolbar at the top of the screen and
click on “Search Records”.



 

3. In the “Versatile Search” page, click on the “Advanced Criteria” tab. Select your department by clicking 
on the magnifying glass icon next to Department.  

 

4. Your department may already be selected, but if not, use the search or list function to select your 
department. You can select your department from a list by clicking on the list icon (looks like a bullet 
list). This is the recommended method if you don’t know your UDDS. If you know your UDDS, you can 
select your department by clicking the search icon (a magnifying glass) and entering your UDDS. 

 

Click on your department from the list. 
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5. After selecting your department, click “Search” to produce a list of all boxes stored by your department 
at the State Records Center. 

 

6. Clicking on any of the linked fields in a row will open a detailed box description, which will show the 
following information. 

 
  



7. You can also configure reports to show specific fields. To configure your report, click on the Configure
button on the Search Results page.

8. On the Configure Search View page, you have options to add fields to show on your report. You can
click on the Remove button to remove the field from your report.

To add a field to your report, you select an option from the “Column Name” drop-down menu. You’ll
also need to select the number of characters (width) to show in your report. Report fields are limited to
822 characters per report. On the bottom, right-side of the screen, it will show the total number of
characters in use and how much you have available to use. The available number of characters will always
show as 822, it won’t update as you add characters.

If you’re not sure what fields to include, we recommend the following. 

• Description – 100 width
• SRC Box Number – 50 width
• User Box Number – 50 width
• From Date – 50 width
• To Date – 50 width
• Record Series ID - 50 width
• Records Series – 50 width
• Submitted By – 100 width

Once you’ve selected your fields, click on the Done button. 
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Searching for and Viewing Individual Boxes in Versatile 

If you want to search for a single box, you will need either the user box number or the State Records Center 
box number (barcode). Use the following steps to search. 

1. Once you’re logged in to Versatile, select “Retrieval” from the toolbar at the top of the screen and click
on “Search Records”.

2. In the “Versatile Search” page, click on the “Box Criteria” tab. Enter your user box number or the State
Records Center (SRC) box number into the respective search fields and then click on the check box
next to the field. You only need the user box number or the SRC box number – you do not need both.
After you enter your numbers, click search and you’ll be taken to the detailed box description for that
box.



Viewing Destructed Boxes (Inventory) 

If you want to view boxes that have been previously destructed from your department’s inventory at the 
State Records Center, use the following instructions. 

1. Log in to Versatile using your user ID and password that you received from the State Records Center
(SRC). The company field should be set to 285A-UW Madison.

Your user ID typically starts with an A and ends with the first 2 letters of your last and first name. If you
forgot your username or password, please contact the SRC directly.

2. Once you’re logged in to Versatile, select “Retrieval” from the toolbar at the top of the screen and
click on “Search Records”.
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3. In the “Versatile Search” page, click on the “Advanced Criteria” tab. Select your department by clicking 
on the magnifying glass icon next to Department.

4. Your department may already be selected, but if not, use the search or list function to select your
department. You can select your department from a list by clicking on the list icon (looks like a bullet
list). This is the recommended method if you don’t know your UDDS. If you know your UDDS, you
can select your department by clicking the search icon (a magnifying glass) and entering your UDDS.

Click on your department from the list. 



5. Once you’ve selected your department, click on the State tab. Select “Destroyed” as the Box State
and click on the Search button. This will display a list of boxes that have been destroyed.

Where Can I Get Help?

For questions about records management at UW-Madison, please contact the Records Management 
Program directly. You can also go to the Records Management website, which has additional information 
and training for units that use the State Records Center. 

For questions about Versatile and State Records Center inventory, contact the State Records Center 
directly by email at doadeorecordscenter@wisconsin.gov or by phone at 608-266-2995. 

mailto:recmgmt@library.wisc.edu
mailto:recmgmt@library.wisc.edu
https://www.library.wisc.edu/archives/records-management/
mailto:doadeorecordscenter@wisconsin.gov

	Running Reports and Viewing Boxes in Versatile
	The State Records Center (SRC) uses Versatile to manage records boxes (referred to as inventory) sent to them for offsite storage. This document outlines instructions for UW-Madison units that want to create reports that list the boxes their unit stor...
	 Running a Report for Department Inventory (Boxes) at the State Records Center
	 Searching for and Viewing for Individual Box Details
	 Running a Report on Destructed Boxes
	Running a Report for Department Inventory (Boxes) at the State Records Center
	1. Log in to Versatile using your user ID and password that you received from the State Records Center (SRC). The company field should be set to 285A-UW Madison.
	Your user ID typically starts with an A and ends with the first 2 letters of your last and first name. If you forgot your username or password, please contact the SRC directly.
	2. Once you’re logged in to Versatile, select “Retrieval” from the toolbar at the top of the screen and click on “Search Records”.
	3. In the “Versatile Search” page, click on the “Advanced Criteria” tab. Select your department by clicking on the magnifying glass icon next to Department.
	4. Your department may already be selected, but if not, use the search or list function to select your department. You can select your department from a list by clicking on the list icon (looks like a bullet list). This is the recommended method if yo...
	Click on your department from the list.
	5. After selecting your department, click “Search” to produce a list of all boxes stored by your department at the State Records Center.
	6. Clicking on any of the linked fields in a row will open a detailed box description, which will show the following information.
	7. You can also configure reports to show specific fields. To configure your report, click on the Configure button on the Search Results page.
	8. On the Configure Search View page, you have options to add fields to show on your report. You can click on the Remove button to remove the field from your report.
	To add a field to your report, you select an option from the “Column Name” drop-down menu. You’ll also need to select the number of characters (width) to show in your report. Report fields are limited to 822 characters per report. On the bottom, right...
	 Description – 100 width
	 SRC Box Number – 50 width
	 User Box Number – 50 width
	 From Date – 50 width
	 To Date – 50 width
	 Record Series ID - 50 width
	 Records Series – 50 width
	 Submitted By – 100 width

	Searching for and Viewing Individual Boxes in Versatile
	1. Once you’re logged in to Versatile, select “Retrieval” from the toolbar at the top of the screen and click on “Search Records”.
	2. In the “Versatile Search” page, click on the “Box Criteria” tab. Enter your user box number or the State Records Center (SRC) box number into the respective search fields and then click on the check box next to the field. You only need the user box...

	Viewing Destructed Boxes (Inventory)
	If you want to view boxes that have been previously destructed from your department’s inventory at the State Records Center, use the following instructions.
	1. Log in to Versatile using your user ID and password that you received from the State Records Center (SRC). The company field should be set to 285A-UW Madison.
	Your user ID typically starts with an A and ends with the first 2 letters of your last and first name. If you forgot your username or password, please contact the SRC directly.
	2. Once you’re logged in to Versatile, select “Retrieval” from the toolbar at the top of the screen and click on “Search Records”.
	3. In the “Versatile Search” page, click on the “Advanced Criteria” tab. Select your department by clicking on the magnifying glass icon next to Department.
	4. Your department may already be selected, but if not, use the search or list function to select your department. You can select your department from a list by clicking on the list icon (looks like a bullet list). This is the recommended method if yo...
	Click on your department from the list.
	5. Once you’ve selected your department, click on the State tab. Select “Destroyed” as the Box State and click on the Search button. This will display a list of boxes that have been destroyed.

	Where Can I Get Help?
	For questions about records management at UW-Madison, please contact the Records Management Program directly. You can also go to the Records Management website, which has additional information and training for units that use the State Records Center.
	For questions about Versatile and State Records Center inventory, contact the State Records Center directly by email at doadeorecordscenter@wisconsin.gov or by phone at 608-266-2995.



