
❑ 
Go to recordscenter.ldschurch.org. 
Enter your LDS Account username 

and password. If you are unable to access 
Total Recall, contact your department’s 
records coordinator, or call the records 
center at 1-801-240-2204.

❑ 
See “Searching in Total Recall” 
on the next page for directions on 

searching for records. When you have 
located the desired file or box in Total  
Recall, you are ready to request the item.

❑ 
To retrieve an item, click Request 
from Offsite link, next to the  

shopping cart. This request will update 
the line to “Pending Send Order for  
[username].” Files that have already been 
checked out will show as retrieved, and 
the display will show the username and 
date of retrieval.

a. If a file is not already entered, you can click 
the sheet of paper icon with the word “In”  
below it. Enter information about the file in 
the Customer File Number and Description 
fields, and then click Request New. 

b. Once all desired files have been requested 
from a box, click the Close button.

❑ 
Once you have selected all the items 
you need, click the shopping cart at 

the top of the screen. You will then be able 
to review all items before you finalize your 
request.

❑ 
The shopping cart screen will  
display a list of all items you have 

requested. If you ordered an item by  
accident, you can delete it from the list by 

clicking Remove  
next to the item you 
don’t want to request.

❑ 
If the order looks  
correct, click Send 

Order.

❑ 
The Complete 
Send Order 

screen will display 
the address where  
the items will be sent.  
Verify that the address 
is correct. Please include 
your building, floor, and 
room number, if available.  
If you have additional delivery 
instructions, enter them in the 
Comments field.

❑ 
Click Send.

❑ 
You have submitted your 
order successfully.  

The final screen will give you  
a work order number.  
Information is not 
saved or submitted 
until you receive a 
work order  
number.

REQUESTING A BOX OR FILE 
IN TOTAL RECALL
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❑ 
Go to recordscenter.ldschurch.org. Enter your LDS 
Account username and password. If you are unable 

to access Total Recall, contact your department’s records  
coordinator, or call the records center at 1-801-240-2204.

❑ 
Enter the information you would like 
to search for in the search bar, and 

press Enter or Return on your keyboard. 
Total Recall will search and return results 
in a list view that can be sorted by using 
the “sort by” drop-down list.

a. Search results are highlighted in yellow.
b. To search specific metadata fields,  

select the drop-down menu to the left of 
the search bar. 

c. To filter the results, click the check box 
under the item results.

d. To browse the contents of boxes, click 
Child Items.
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SEARCHING IN 
TOTAL RECALL

Visit the records center at 
records.ldschurch.org.
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