EDRMS CONTENT MANAGER TIP 016

Managing Electronic Folders with Parts

As of September 15, 2022, all new electronic Folders in EDRMS Content Manager
automatically create new parts after 300 documents are filed within them. This ensures
the best performance of EDRMS searching, indexing, and dispositioning.

Electronic folders created prior to September 15, 2022

Existing electronic folders will not be impacted by this change, only newly created folders.

Disposition of Electronic folders with parts:

All parts of a folder are considered one record with respect to disposition and should be
managed as such. EDRMS Help does not update anything other than the date created on
the first part and the closed date on the last part. The dates that are in between do not
affect anything regarding disposition of the file and only indicate when a new one is made.

The closed date on the last part and the SO dates, if applicable, are what triggers the
disposition on the files. SO dates should all be the same as the SO date entered on the
final part.

Parts should only be used for single Calendar (CY) or Fiscal (FY) year folders and not parted
by multiple years which would prolong the final disposition of the file.

i"i Recard Type £ Record Mumber Title [Free Text Part) Date Created (Opened) El S0 Date  Date Closed Date Due for Archive (FR/SR)
S CITZ CIRMO GOVE.., £ ARCS-0B450-80/43622A4~001  Parts are Fun 2019-01-01 2022-08-16  2022-08-16... 2024-08-16
ES CITZ CIRMO GOVE... ES ARCS-06450-30/43622A~002  Parts are Fun 2022-08-16 at :51 AM  2022-08-16  2022-08-16... 2024-08-16
S CITZ CIRMO GOVE.., S ARCS-06450-80/436224~003  Parts are Fun 20220816 at ;52 AM  2022-08-16 20220816  2024-08-16

Moving E-Folder Parts into a Container (Folder/Box)

If you are adding E-Folders with parts into a box for off siting or destruction, you are only
able to add the last part of the file into the box and it must have a disposition of Semi-
Active. To move the earlier parts, please email EDRMS.help@gov.bc.ca to request they
also be added to the box as all parts should be dispositioned together.
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Searching for all parts:

Parts are easily distinguished by looking at the record number. The tilde (~01 or ~001) at
the end of the record number is the indicator. When searching for all parts of a folder, a
search by “Record Number*” will bring up all parts.

Search for Search by Matching criteria

|E# Records v|| Record Number |v - |ARCS—06450—80/43622A*

9 Records - number:ARCS-OSlISO-SOMB6...|

v 'i‘-i Record Type 4 Record Number Title (Free Text Part) Date Created (Opened) m SO Date  Date Closed
ﬂ CITZ CIRMO ... 4 ARCS-06450-80/43622A~001 Parts are Fun 2019-01-01 2022-08-16  2022-08-16
ﬂ CITZ CIRMO ... [ ARCS-06450-80/43622A~002 Parts are Fun 2022-08-16 at T:51 AM  2022-08-16  2022-08-16
ﬂ CITZ CIRMO ... Ef ARCS-06450-80/43622A~003 Parts are Fun 2022-08-16 at T:52 AM  2022-08-16  2022-08-16

Another way to show all parts of a folder is to right click on one, Select Navigation, All
Parts

New »
Search »
‘ Navigation P| % All Related Records
Q Contained Records h [t (Pt
[
All Parts
Details » I&

Filing Documents into Folders with Parts:

Once a part is closed and a new part created you can no longer file into that previous part.
The closed date of the previous part will be the date created for the new part. The +plus
sign beside the closed folder indicates that it has contained records.

f ol Record Type B Mecard Mumber Title: (Fries Test Pa) Dwate Created (Opened)  [1] 50 Date  Date Clased
[FEf oz commes . B ARCS-06450- 80436224001 Parts are Fun 2015-01-01 2022-08-16  2022-08-16
4|8 CmZ CIRMO . B8 ARCS-06450-80/436224~002 Parts are Fun 2022-08-16 31 T:51 AM  2022-08-16  2022-08-16
e oz ciknes . B8 ARCS-06450-S0/43622A~003 Parts are Fun 2022-08-1691 T52 AM  2022-08-16  2022-08-16

If you try and file into a closed folder part, a pop-up will appear directing you to use the
most recent part that is open. Select OK to add it to the latest folder part that is open.

E Select Container Part X

The selected contalner folderbox) (ARCS-D6450-80/434204~003) is not the latest part.
Please confirm which part you wish to use by selecting one of the options below, or
press CAMNCEL to make a different container (folderboy) selection.

-EI Use the latest part:

ARCS-06450-80/434204 ~004: 100001 - INFORMATION SYSTEM
DEVELOPMENT CHAMGES - IT application/sys documentation: final
versions - parts are fun - zoe test 2

Note: once the rule has been used and a new part is created the previous part will no
longer show the rule as it is now closed. The rule will remain in affect as long as the file

has a part that remains open and will continue to add the rule to all subsequent parts
automatically.
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Bulk Loading Documents:

When filing a lot of documents at once, the electronic folder may sometimes accept more
than 300 documents before closing. This is due to the event processor and server being
out of sync with such a large upload. It is okay if the rule allows more than 300
documents in it before it closes in this instance.

Once it closes if there were remaining documents waiting to be loaded, you will receive an
error on the Activity Log found on the View tab, indicating that they could not be added
as the folder was closed. The new part will have been created though so you can now file
the remaining documents that were over the 300 limit into the newly created part.

ﬁ HOME SEARCH VIEW MAMAGE Zoe's Quick tools
Format Columns Shortcuts Activity Log :E ._|_. ’_- Cascade ﬁ Close All
View Pane Search |:| Open Documents . . o Stacked f} Reload
Go Windows
Shortcut Bar Status Bar [ Tab Bar ~ To~ Bl side by Side
Customize Pane Window
Shortcuts

Activity log
Favorites d CITZ DOCUMENT D5209217A: The selected container (folder/box) 'D52092174" has been closed.
o |t CITZ DOCUMENT D5209117A: The selected container (folder/box) 'D5209117A" has been closed.
E hd CITZ DOCUMENT D5208017A: The selected container (folder/box) 'D5209017A" has been closed,
Recc Eﬂ CITZ DOCUMENT D5208%17A: The selected container (folder/box) 'D5208917A" has been closed.
b CITZ DOCUMENT D5208817A: The selected container (folder/box) 'D5208817A" has been closed.
@I M 4 » M Adl'vitylog/(DocumentQueues

HPE Content Manager Add-In and Outlook Check In Styles:

If you use the HPE Content Manager Add In and Outlook and create a linked Check-In
Style that automatically files to an electronic folder, the system will create a new part
automatically and the Check In Style will be updated as well, making it a seamless
transition from one part to another for ease of filing in Outlook.

How to check the number of documents contained in an electronic
Folder:

1. Locate the folder you would like to count.
2. Right-click on it and select Contained Records
B -

ﬁ HOME SEARCH VIEW MANAGE Zoe's Quick tools

MOhY [ ] [ift Classifications WE Check In Styles || & Tag All a Q ( Go Back Jump
QR @ s p)
et LQ g &4, To Da ltems 2 Untag All 123 =] ©GoForward 4 AddTo -

Count Refine Save Refresh

Records Locations Workflows Activities
= = - = 5l User Labels 8 Invert All Tags Search Search As Search ‘Gh Go To Search.. X Remove From ~
Find Browse Tag Current Search
Shorteuts Search for Search by Matching ariteria
Favorites ‘|:| Records - H Record Number ‘v - ‘ARCSVDMDDVNMESZDA
I'_L‘l E9 Records - number:ARCS-06450-80/43420A~001 - 1 ... |
* =
Recards v @i Record Type £2 Record Humber Title (Free Text Part)
[=] Ci17 CIRMO GOVERNMENT RECORDS SERVig e ——— Parts are Fun - Test
g Tagan Ctri+A
& :
Locations 8 Untagall Ctri=U
Eﬁ 2 Invertall tags
Classifieations e ci=¢
New 13
S Seoen ,
Saved Searches — .
E*: [F8 containea Records
Document Queues
Details 3
Security and Audit ’
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3. The contained records of the electronic folder will now be listed.

4. Go to the Search tab and select 123 Count. A pop-up window will appear,
after the count is complete, displaying the results.

_ HOME SEARCH VIEW MAMAGE Zoe's Quick tools

N - (I} Crassifications W Check In Styles 2 Tagan (D Go Back S lump
q El t.-b .Q 25 To Do Htems 8 Untag Al 123 R 3 ( @) GoForward < AddTo =

Records Locations Waorkflows Activities o . Count Refine Sawe  Refresh
= = = - W5 User Labels @ Inwert All Tags sarch Search As Search 'Ok 'Go To Search.. X Resove From =
nd Erowse Tag Cimrent Search
Shomouts Search for Search by Matching oriteria
Favorites | 8 Records | | Record Humbes | em| | arcs-coscocnas620
& £ Becords - containeEcARCS-D6450-80/43420A-001 |
Regonds + & Record Type E3 Record Husber Title (Free Text Part) Dsposition Date Created {Opened)
& oMz DOCUMENT b DE241617A TRIME: RE: Ower to, By active 2014.10-24 at 12226 PM
@ & CITZ DOCUMENT & psanisi7a GPEE - Request 7 Content Manager By Active 2016-01-11 at 5221 PM
Locstions & oMz DOCUMENT hd DE241417A RE: GPEE REcord By active 20160114 &t 52 AM
IE_ & oz DOCUMENT hd pE21317A On the Harzion: ngs B active 2016-00-22 at 201 PM
& oMz DOCUMENT kd DE241Z1TA RE: FiN OCG RE By Active 20160219 at 11D A
Classiication: & o7 DOCUMENT & DE2211174 RE: FIN OCG RE: By active 2016.02-19 at 1384
q & Tz DOCUMENT &d ps21017A HP TRIM Records By Active 2016-02-22 at 1:28 PM
B oz pocumEnT K peaans7a FW: Updated: TRl netions B Active 2016.02.22 at 1:36 PH
Saved Searches P =
= CITZ DOCUMENT b Ds2e08178 FIN QG FME T By active 2016-03-23 at 1R A

If you require assistance with managing parts, disposition processes and your records,
please contact your records team at GRS@gov.bc.ca
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