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SRC System Logon 
 

SRC Records System address location: 
https://intralinc.lincoln.ne.gov/aspx/state/reccen/login.aspx 

 
  

Enter User ID & 
Password 

 

Displays Login 
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Box/File Requests 
 

 

 

 

 

 

  
Enter box number 

 

Click on Request 
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Box/File Requests  (Cont.) 
 

 
 
 
 
 

 
 
 
 
 
 

 

Click to send request to 
Records Management 

Send to a 
different recipient 

 

Check for entire box.  Uncheck 
for file only request. 

 

Click to cancel request 

 

*PLEASE NOTE: Each FILE 
needs separate request.* 
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Box/File Requests  (Cont.) 
 

 
 
 
 
 

 
 
 
 
 
 

 

 

 

 

 

Click here for options 
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Add New Boxes 
 

 

 
  

Search by 
Schedule Number 

Search by 
Schedule Title 

Click Submit 
to select 

your option 
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Add New Boxes (Cont.) 
 
  

Click Add Box 

 

Click “Clear” to reset and start over  

 

Click to pre-populate previous 

 

Click Clear to reset 
and start over 

 
Click Email SRC to notify Records 

Management boxes ready for 
pickup. 

 

Click Add Box 
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Agency Holdings History 
 

 
 
 
 
 
 

   

 

 

 

 

Select option Select Agency/Division  
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Agency Holdings Report 
 

 
 
 

 
 
  

Click on Holdings Report – Current 

 

Select Agency/Division 

 

Click Submit to see 
Report 
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Agency Holdings Report (Cont.) 
 

 
 
 
 

 

Click on Holding Report – Disposed 
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Agency Holdings Report  (Cont.) 

 

 
 

  

      

 

*NOTE: Disposal Date complete 

    
      

  
   

  

Select 
Agency/Division 

 

Click Submit 
to see Report 

*Optional* User can 
select Start & End 

dates for a range of 
 

Select Disposal 
Method 
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Disposal Review  
 

 

Click Disposal Review 

 

Input Quarterly Disposal Date and click the search button. 

 
To View & Print PDF;  

Click on Print Disposal List 
 

Click the Search button to view 
quarterly disposal information 
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Disposal Review (Cont.) 

 
 
 
 
 
 

Click Save to finalize updates. 

 

To View & Print PDF; 
Click on Print Disposal List 

Box Count based on search 

 
 

RECORDS OFFICERS MUST DEFINE 
& AUTHORIZE ACCESS FOR ALL 

THEIR AGENCY USERS. 
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