EDRMS Content Manager

Calendar/Fiscal Year
Rollover Guide

VERSION 1.0

Q
BRITISH | Ministry of
COLUMBIA | Citizens Services

Government Records Service, Province of British Columbia



Contents

ROIIOVEr ProCeaUIES CRECKIIST. ...ttt 1
INEFOTUCTION ...t 2

CaleNdar YEAI ROIOVET ..o bbb 2

FISCAI YEAI ROIOVET ...ttt ettt 2
PIOCESS OVEIVIEW ...ttt 2
Create EDRMS Content Manager USET LADEIS. ..o 2
Search for Empty E-folders (OptioNal TASK).........ccccriiirciiiiiirisieereessiss ettt 4
SCAICN OF CY/FY FOIURIS ...ttt bbbttt 9
Send Search RESUIS 10 USEI LADEIS ..o s 13
Create Rollover Review Report for Program Area REVIEW ........cccovvvieeuiisiisceeessssss et sesssesenns 13
Program Areas ldentify FOIAErS fOr NEXE YEAI .........cvieiiiriiiiiiieiieisees s 14
Copy Existing Folders to Create the New YEar's FOIAETS .....cccvviiiicecinisscce st 14
Change New Year's Folders’ Open Date to Jan 1 (CY) OF APr L (FY) v 16
Create New Filebacks/Folders for P-Folders and Lahel............cooiiiinssses s 17
NOLIfY SEaff Of NEW FOIAEIS ... 18
Close Old Calendar/FiSCal YEAr FOIUEIS ........uiriiriiriceisiets st 18
For P-Folders, Clearly Identify CIOSEA FOIABIS .........ccieriiiiiiieccessse ettt rns 19

Close E-Folders Once Staff Have Had Sufficient Time to Complete E-Filing into Previous CY/FY Folders................. 21



EDRMS Content Manager: Calendar Year/Fiscal Year Rollover Guide

Rollover Procedures Checklist

‘/ TASK

Create EDRMS Content Manager User Labels

Search for Empty Folders (optional task)

Search for CY/FY Folders

Send Search Results to User Labels

Create CY/FY Rollover Review Report for Program Area Review

Program Areas Identify Folders They'll Need Next Year

Copy Existing Folders to Create the New Year's Folders

Send an EDRMS Content Manager Reference to EDRMS Help to Change New Year's Folders’
Open Date to Jan 1/March 31

Create New Filebacks or Folders for P-Folders; Print and Affix Folder Description Labels

Notify the Staff of the New E-folders and P-folders

Close P-folders as at December 31/March 31

Print and Place Closed File Sheets onto P-folders

Close E-folders once Staff have had Sufficient Time to Complete E-filing onto Previous Calendar
Year Folder
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Introduction

Rollover is the process of using this year's folders as a shortcut or a template to create next years’ folders,
and then closing this year's folders so that the retention schedule is applied correctly. Rollover is performed
annually in order to manage records according to legislatively approved records retention schedules.

Calendar Year Rollover

The Calendar Year begins January 1stand ends at midnight December 31 Calendar Year (CY) retention
schedules are calculated against the Close Date of a folder, which is always deemed to be the last day of the
Calendar Year.

Fiscal Year Rollover

The Fiscal Year begins April 1st and ends at midnight March 31st. Fiscal Year (FY) retention schedules are
calculated against the Close Date of a folder, which is always deemed to be the last day of the Fiscal Year.

Process Overview

1. Create EDRMS Content Manager User Labels (your work space in EDRMS Content Manager).
2. Search for empty folders (optional task).

3. Search for CY and FY folders and send to EDRMS Content Manager User Labels.

4. Create CY and FY Rollover Review report for program area review.

5. Program areas identify the folders they’ll need next year.

6. Copy existing folders to create the new year's folders (using the Copy Record function).

7

Calendar Year: send an EDRMS Content Manager reference to EDRMS Help to change the open date of
the new year’s folders to January 1 (CY) or April 1 (FY).

8. For physical folders, create new filebacks or folders; print and affix folders description labels.
9. Notify the staff of the new folders.

10. Calendar Year: after January 1%, close the old folders as of December 315

11. Fiscal Year: after April 1%, close the old folders as of March 31st

12. For physical folders, clearly identify closed folders as closed.

Create EDRMS Content Manager User Labels ]

User Labels are your work area or organizational tool for completing the tasks associated with Calendar Year | |
and Fiscal Year rollover. —

To create User Labels:
1. From the Manage tab, select User Label.
2. Onthe User Labels popup:

= To create a new top level level label, right click in the screen area and from the New menu,
choose New Top Level Item.

= To create a sub-level of an existing label, right click on the label and from the New menu,
choose New Lower Level Item.
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+ User Label Mame 'E'- Cwner »
9 Active Records Tucker, Kate
FE Mew To| m — Tucker, Kate
Tag All Chrl+=A
[E] Records ® - Tucker, Kate
B untagall Ctrl+U
B Inwvert all tags
Copy Chrl+=C
New P” MNew Top Level Item
Search N Mew Lower Level Item
Show Records Ctrl+=R

Full user label MNa

Show Locati
Owner ow Locations

K Delete

E:ﬁ Properties Alt+Enter

3. Onthe New Top Level/New Lower Level ltem popup:

= Enter a name for your new user label in the User Label Name field. Remember that these
labels are not visible to or accessible by anyone else. They are simply your shortcuts.

= You may want to create a set of user labels for both electronic and paper folders. Or you
may want to sort your folders by your office’s work unit groupings.

= If desired, select an icon for the new user label from the dropdown.

- = =
& MNew Top Level ltem . ! u

User Label Mame

Test

Icon

=

L. oK | [ cancet | [  Hew

4. Click OK.
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To display your own User Labels:
1. Click Trays from the Shortcuts bar.

2. Click User Labels. The User Labels screen displays the User Labels for which you are the owner.
Shortcuts Search for Search by Matching criteria
Trays S Records - [ Creator EE] ' tucker, kate

.'. (a) [% Records -favorite iyl User Labels - top - 3 User Labels |

| S|
Activities Due \f User Label Name - &% Owner

E Recards for consideration Tucker, Kate

IEI #5 Mew Top Level Item Tucker, Kate

Documents ) Active Records Tucker, Kate

Checked Qut

i
T1r

Scheduled Tasks
Tray

&,

To Do Items

-

User Labels

Meetings

Ei Favarites

Eli’g Recent

.L Tqr._g)s

3. Other ways to see your own User Labels:
= Select User Labels from the Manage tab.
= Select User Labels from the Search tab.

Search for Empty E-folders (Optional Task)

There are two purposes for searching for empty e-folders:

& The firstis to generate a list which you can use to prompt staff to doing their filing. This can also be done
periodically throughout the year.

¢ The second is to identify empty folders before creating the new set of folders for the next calendar or
fiscal year.

These steps will help minimize the number of empty folders in your records management system, and
encourage staff to keep up with their filing.

To search for empty e-folders:
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1. From the Search tab, select Records and then Find Records.
2. Onthe Search for Records popup, select the Search tab:
a. Inthe Search By field, click the blue folder.

" - . TR — W ——
Search for Records @ﬂy

Search | Filter | Record Types | Saort I Results I Optiuns|

Search By @
~ |l

Please select a valid search method using the search method selector contral,

@anD ©OR [ New [ mset || Detete |[ 1 |[ mor ][ Reset

unknown:

l oK I [ Cancel ] [ Open ] [ Editor v] [ Help ] . |

1 - = = ¥,

b. On the Search Methods popup, select the Alphabetical button, scroll down to Has Contents
and select it. B

, >
Search Methods I S o ]

(7 By Category () By Format < @ Alphabetical >

Method Name - Caption Category -

?3 aps GPS Location !'- Contacts, Peopleand ... G
e hasAttachment Has Attachment e Linked Navigation |}
:—: hasContents Has Contents -
e hasFirstPart Has First part e Linked Navigation |}
e hasFirstversion Has First Version e Linked Mavigation | |
:—: hasHold Is in one or more holds ﬂ Retention and Dispaosal BD
e hasRedaction Has Redaction e Linked Navigation |}
e hasReply Has Reply Of e Linked MNavigation [ ]
e hold Hold ﬂ Retention and Disposal i
?- home Home E‘- Contacts, People and ... s
e homex Home Details E'- Contacts, People and .. E
[@ imported Date Imparted m Dates and Times D
rt.ﬂlinactiveOn Date Due for Semi-Active I M Retention and Disoosal D ™
4 m r

i Selects Records based on a value for Has Contents. -
No parameters are required for this search method.

Use 'not’ if you wish to search for false values.

| oK ][ cne | [ hHap |

A = =

A

c. Click OK. Your search window will now have hasContents as a search criterion.
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B ]

Search | Filter | Record Types | Sort I Results I Options|

Search By

Has Contents - |-

The boaolean search requires no parameters,

@an0 OOR [ New [ mset ][ Dereic |[ ) [ wor ][ Reset
hasContents
l OK I [ Cancel ] [ Open ] [ Editor - ] [ Help ]

d. Click NOT. Your search criterion will now be not hasContents. This will return all records that
do not have contents.

T —
ey - 3 —

Search | Filter | Record Types | Sort I Results I Option;|

Search By

Has Contents - |-

The boaolean search requires no parameters,

|

_g—
@anp OOR [ mew |[ msen || peete |[ g (C mor ) Resat
—
( not hasContents ,

l OK I [ Cancel ] [ Open ] [ Editor v] [ Help

= ¥,
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3. |If desired, add additional search criteria to refine your search to make your list more targeted. Select a
specific classification, or a Record Number range, or a date range.

To include folders in the current Calendar or Fiscal Year:
a. Click New.
b. From the Search By dropdown, select Date Registered.
c. From the Enter a date and optionally a to date for a range search fields:
e Select Matching from the dropdown
e Select the beginning of the Calendar/Fiscal Year from the first date picker.

e Select the end of the Calendar/Fiscal Year from the [And Up Until] date picker.

-
Search for Records B | 1 2 |
Search | Filter | Record Types | Sort I Results I Options|
Search By
" Date Registered EE]
Enter a date and optionally a to date for a range search
Matching v| 20170101
[4nd Up Untill *3017-12-31
Maore search options
[Speciﬂc date or range of dates, e.g 1/1/2007 to 2/2/2008 v]
@anp O or Insert | Delete || () [ mor || Reset
C ™ registeredOn:2017-01-01 to 2017123
not and hasContents
[ ok ] [ cancet | [ open | [ Editor w|[ Hep |

4. Select the Record Types tab. It displays a list of all the Record Types you have access to:

a. Right click anywhere in the tab and select Untag All. This deselects all the Record Types listed.

g Tagal Crl+a
2 Untag all Ctrl+L
Invert all tags
Tag Every 4
Untag Every b
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b. Select the e-folder type you want for your search.
rSearch for Records . — p— @Mw

Record Types |sort | Results | Options

v Record Type

= Box
"=' CITZ BOX OFFSITE TRANSFERS
W CITZ BOX ONSITE DESTRUCTIONS/STORAGE
V= . oo GovERNMENT RECORDS SERVIEEFOIDER |
2 COTZ CIRMO GOVERNMENT RECORDS SERVICE P-FOLDER
£ CITZ CORPORATE SERVICES DIVISION P-FOLDER
& Iz DOCUMENT
2 CITZ PROCUREMENT & SUPPLY SERVICES P-FOLDER
2 CITZ TECHNOLOGY SOLUTIONS P-FOLDER
W8 SHRED BIN FOLDER [TRANSITORY DOCUMENTS)
£ E-FOLDER TEMPLATE - Branch
2 E-FOLDER TEMPLATE - Division = Business Unit field
2 E-FOLDER TEMPLATE - Executive
2 P-FOLDER TEMPLATE - BRANCH
3 P-FOLDER TEMPLATE - Division = Business Unit Field
2 P-FOLDER TEMPLATE - Executive
2 TR FMS INFORMATION, ACCESS & RECORDS P-FOLDER
Il opr/moON-OPR

|:| Save as Default Record Type Filters

[ oK J [ Cancel ] [ Open ] [ Editor v] [ Help

o = ¥,

5. Click OK.
6. EDRMS Content Manager will return a list of e-folders:

a. That do not have contents — that is to say, are empty folders

b. That optionally, match the other criteria you entered, e.g. were registered during the Calendar or
Fiscal Year, or have a specific Classification, etc.

c. That are of your specified Record Type

7. Sort the search results in a way that will help you manage the folder list. You can sort by Record Type, by
Record Number, by Date Registered, etc.

8. The next step is to create a list, or a series of lists, of these folders.

a. Select Tag All.
b. Right click and Send To.
c. Select Print Report.

d. Select an appropriate report such as GOV ALPHABETIC FOLDER LIST or GOV NUMERIC
FOLDER LIST. Select Printer or print to PDF.

e You can also create an EDRMS Content Manager reference for the list of empty folders
and attach it to an email. An Optional title you might add could be: Do you have
anything to file into these empty folders?

e You could also create a User Label for the Search Results and print the list from the
User Label.
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e. Circulate the reports or attach the PDF or EDRMS Content Manager Reference to an email and
ask staff to file any relevant electronic documents.

Search for CY/FY Folders

To search for eligible folders by Owner and Location:
1. From the Search tab, select Records and then Find Records.
2. Onthe Search for Records popup:
a. From the Search by dropdown, select the appropriate Owner.
b. From the Enter the Location to search by dropdown, select the appropriate Location.
c. Fromthe Select search style for Location, select An individual Location.
d. Click OK.

Note: Depending on the number of CY/FY folders in your office, you may want to narrow this search by
adding additional search criteria.

a | R
Search for Records | =l PG |

Search |Filter | Record Types | sot | Resuits | Options|

Search By
. Owner

Enter the Location to search by

. CITZ CIRMO GRS EDRMS Services

& &

|:| Recursive

Select search style for Location

An individual Location -

@ AND 'ZZZ'DR Detete || () |[LnoT | Reset

owner(ITZ CIRMO GRS EDRMS Services

[ Ok ] [ Cancel ] [ Cpen ] [ Editor v] [ Help

e ,

To expand your search:

1. Click New and then enter another set of search criteria.

2. For example, to search for only your ARCS folders:
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Select Title Word from the Search by dropdown.
Enter 100001 in the Enter the words to use for this search.
Click OK.

T R =)
o t— ey

e T oo

Search | Filter I Record Types I Sort I Results I Optiuns|
Search By
Title Word - |-
Enter the words to use for this search
100001 - |-
I I
Ll I
i i
| Il -
L |
I I
I |
i f
Ll I
New |[ insert |[ Deete || ) |[ moT [ Reset |
T ——
<f ownenCITZ CIRMO GRS EDRMS Services
. and title:100001
|
[ 0K ] [ Cancel ] [ Open ] [ Editor - ] [ Help
!! uid )
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3. Or, to limit the search to certain classification numbers, search by Classification and enter a range of
numbers.

, _
A =)

Search | Filter I Record Types | Sort I Resullsl Dptions|
Search By
Classification - |_
Enter a valid search string for selecting Classifications
H I
i I
l Recursive I
i Press 'Add Tag Filter' to refine your search using Tag/Untag i
I Clear Tag Filter |
! [ cormormer | | )
I Select search style for Classification I
: [A selection of Classifications VI : .
Please enter a valid search string I
|
|
i| | @anp @ or [ mew |[ mset [ peete |[ 1 || mwor J[ Reset |
I classification:
I
L
[ QK ] [ Cancel ] [ Open ] [ Editor - ] [ Help
o >

|
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4. Select the Filter tab:
a. Select Within another Saved Search.

b. From the list of Global Saved Searches, select GOV ROLLOVER CY FILES or GOV
ROLLOVER FY FILES. This identifies calendar year/fiscal year folders that do not have a close

date.
T =)
e — .
| Search ‘ Filter | Record Types I sort I Results I Optionsl
Records with Disposition: Records with Record Class:
v v vital
' Semi-Active < Corporate
' Archived [FR/SR] + Workgroup
+ Destroyed + Personal
I ' Archived (Custody Transferred) + Reference
I + Temporary
i L
i Records with Date Registered Within E Days |
i Unfmal\zed "
N Finalized il
: File Types (enter a list of file types separated by ') :
Ui I
Within another Saved Search
| all
l o
Save as Default Filters
i
i
|
|
i b
| |
|
I QK I [ Cancel ] [ Qpen ] [ Editor v] [ Help ]
=

5. Select the Record Types tab and deselect all Record Types except all but your p-folders or e-folders,

depending on the search you are performing.

search | Fiter | Record Types |sort | Results | Options|

__
B

A" Record Type

= Box

"=’ CITZ BOX OFFSITE TRANSFERS
W CITZ BOX ONSITE DESTRUCTIONS/STORAGE
~ [ 7z CRMO GOVERNMENT RECORDS SERVICE E-FOLDER.
£ CITZ CIRMO GOVERNMENT RECORDS SERVICE P-FOLDER
£ CITZ CORPORATE SERVICES DIVISION P-FOLDER.
% 1z DOCUMENT
£ CITZ PROCUREMENT & SUPPLY SERVICES P-FOLDER
[ CITZ TECHNOLOGY SOLUTIONS P-FOLDER
Wl SHRED BIN FOLDER (TRANSITORY DOCUMENTS]
£ E-FOLDER TEMPLATE - Branch
2] E-FOLDER TEMPLATE - Division + Business Unit field
£ E-FOLDER TEMPLATE - Executive
[ P-FOLDER TEMPLATE - BRANCH
£ P-FOLDER TEMPLATE - Division = Business Unit Field
[ P-FOLDER TEMPLATE - Executive
£ TR FMS INFORMATION, ACCESS & RECORDS P-FOLDER
Il oprmon-oer

Save as Default Record Type Filters

[ oc ][ canar | [ open | [ Editor

) |

6. Click OK to run the search.
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7. On the search results window, sort the search results by the order that you want to work, either by Title
(Free Text Part), Retrieval Code, or by Record Number. To do this, click on the column header in
question.

Send Search Results to User Labels
To send the search results to a User Label:

1. Right click on the search results and select Tag All.

2. Select Send To and then Add To User Label.

Add To Recent Documents
Add To Containers

| Send To >| ad Mail
Remove From L E Save Reference Ctrl+ M
Perform Scheduled Task E'E Print Report
b [ — i
E-i Properties Alt=Enter _ Print Document
Ay T8, 0TS TST PR | &= Print Merge
CIATION, CLUB, SOCIETY VOLUNTARY | [&] Web Publish
A3 XML Export
ﬁ' Favorites F4
&n
H
el

Add To Records Work Tray F3

| AddTo User Label
Add To Check In Styles

3. Alist of your User Labels will be displayed. Select the desired label — p-folders or e-folders — and click
OK.

4. Onthe Add to User Label — All tagged Records popup, click Yes to All.
5. Repeat the process for the other folder type (p-folders or e-folders).

Note: If you want to search for only the empty CY or FY folders, you can add the GOV ROLLOVER CY
FILES or GOV ROLLOVER FY FILES component of the above search to your earlier Empty Folder Search.

Create Rollover Review Report for Program Area Review

To create the Rollover Review report:

Go into your User Labels — CY labels or FY labels.

Right click and select Show Records.

Right click and select Tag All, or tag folders relevant to a specific program area.

Select GOV FY CY REVIEW W NOTES.
Enter an Optional Title for the report.

1.
2
3
4. Right click and select Send To, and then Print Report.
5
6
7

From the Printing to dropdown, select a printer to print to paper, or print to PDF.
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8. Ifyou print to paper the report will need to be manually circulated. If you print to PDF and attach the
report to an email distribution list, staff will need to open it, save it onto their desktop, edit it, and return
the saved edits to you.

9. Click Print.

Notes:

+ This report should be provided to the office’s staff to review. You may select the folders specific to a program area
and send that report only to the staff in that area.

+ |f you have created a User Label for physical folders and another for electronic folders then you will need to create
two reports for the program area’s review.

& E-folders and p-folders can be identified by the Assignee field. E-folders are identified as Electronic Records Only,
whereas p-folders will show your office’s name as the assignee. You can also create an additional User Label and
copy the folders from both of the previous User Labels into it. The files can then be sorted either by Record
Number or by Title (Free Text Part) and one report can be printed that includes both the E and P folders.

¢ You can also create an additional User Label for a Blended folders List. Copy the folders from both of the User
Labels into the Blended List and sort either by Record Number or by Title (Free Text Part).

¢ Remember, a User Label is simply a pointer to the folder in EDRMS Content Manager. Any updates made to one
User Label or the EDRMS Content Manager Reference will be reflected in all User Labels.

¢ Another approach is to search for and distribute only e-folders that have documentation in them and not include
the empty e-folders. To produce that search, use the same search criteria as above but add an additional line as
shown below:

Current Selection

AND OR New | | Insert

Owner is 'LCS Training Branch’
and not Empty Containers

Program Areas Identify Folders for Next Year

Program areas can identify the folders they need recreated for next year by physically check-marking the
printed report you created for them. Remember you can always create folders later when the program area
identifies a need for them.

Copy Existing Folders to Create the New Year’s Folders |

Tag the folders that your units have indicated will be needed in the new CY or FY. Do not tag folders you do
not want to rollover.

1. Tag the folders you want to roll over to the next CY or FY.
2. Right click and select New and then Copy Record.
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Search By
| Title Word

v |7 Record Number
v [ ARCS-00925-20/86

Q| RCS-00925-20/5
v [E) ARCS-00925-20/86
W [_leRCS—00925—2D_-’BE
v [E) ARCS-00925-20/87
W [_leRCS—Dl24D—2D_-’?]
v [E) ARCS-01240-20/71
W [_leRCS—00925—2D_-’8_
v [E) ARCS-00925-20/87
W [_leRCS—00925—2D_-’8_
v [E) ARCS-00925-20/87
W [_leRCS—Dl24D—2D_-’?]
v [E) ARCS-00925-20/87

A EE ARSI 2AN_IN T

4] Copy

Ctrl+C

New

d

Search

Mavigation

E Contained Records
e Edit

@] Check Out

&) CheckIn

@ Supercopy

Details
Locations
Workflow

Communications

4
4

Ctrl+0O

b . . .

New Record

|% Copy Record

*}' MNew Part
@ MNew Version

3. On the Copy Record popup:

a. Make sure Notes is not selected (you generally don't want to copy last year's notes)

b. Make sure Date fields is not selected.

c. Click OK.
> | |1
&l Copy Record - All tagged Records 3
Select properties to copy
Security profile Assignee
Access Cantraol Owner
Disposition Home
Attached thesaurus terms Container (Folder/Baox)
N:tached classification - |-
[¥] Relationships [ Electronic document
|:| Motes Retention schedule
[¥] attached actions [ Date fields
[¥] Additional Fields
Contacts Select all
MNumber of copies
=]
L =1
[T Relate the records as "Qriginal/Copy’
oK | [ cancel | [ Hep
h v,

Government Records Service
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4. Onthe Copy Records — All tagged Records popup, click Yes to All.
5. Both the originals and copies of folders will be displayed in the List Pane. Select the copied folders:

a. You can sort the folders by Date Created (Opened) by clicking on the column header. When
you do this however, the column moves to another area at the top of the List Pane, so you will
need to scroll to it.

b. You can also search by Creator (you) and Date Created (Opened) (today’s date) to generate a
list of folders you created today.

6. Right click on the list of folders and click Send To and then Add To User Label.
7. Select the appropriate User Label from the list.
8. Click OK.

Change New Year’s Folders’ Open Date to Jan 1 (CY) or Apr 1
(FY)

Send one EDRMS Content Manager reference that contains all the new folders that require a date change to
EDRMS Help requesting that they change the open date of the new year's folders to Jan 1 (CY) or Apr 1 (FY).

1. Tag all the folders that require a date change.
2. Right click on the tagged folders and select Send To and then Make Reference.
3. Onthe Make Reference popup, select All Tagged Rows.

rE Make Reference - M1

Apply To:
i@ All Tagged Rows
(7 Currently Highlighted Row Only

[¥] Always Show This Dialog

[ oK J [ Cancel ] [ Help

e F = I
4. Click OK.

5. On the the Make Reference - All tagged Records popup, select Create a single Content Manager Reference
File. Click the Disk icon to navigate to the location where you want to save the reference file.
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E Make Reference - All tagged Records 2

B Create a single Content Manager Reference File
\\SFP.IDIR.BCGOV\U17T\KATUCKERS\Records.tr5

:::} Create multiple Content Manager Reference Files
WSFPIDIR.BCGOWVWULTNKATUCKERS ]

[ OK ] [ Cancel ] [ Help ]

ke = A

6. Onthe Make Reference — All tagged Records popup, click Yes to All. The reference file will be saved
to the location you have specified.

E Make Reference - All tagged Records

- | 2

ARCS-00355-20,/3479144
d 100001 - LIBERARY AMD TOPICAL REFEREMCE MATERIALS -

Library/topical reference materials - Standards: ISO (International

Yes to All
Do you want to make a reference to Record 'ARCS-00355- -
2034791447
'

7. Creat an email addressed to EDRMS.HELP@qov.bc.ca

8. The subject of the email should be something like: EDRMS Content Manager Date Change for CY
Rollover OR EDRMS Content Manager Date Change for FY Rollover.

9. Inthe body of the message request that the date be changed to January 1, 20YY (CY) or April 1, 20YY
(FY). EDRMS Help will notify you when your request has been completed. Your EDRMS Content
Manager Reference and your User Label will be updated with changes.

10. Click Attach File, locate the .tr5 file and click Insert. Send the email.

Create New Filebacks/Folders for P-Folders and Label

You will need to make new folders for the upcoming CY and FY, and create labels for them. Labels can be
created for the physical folders/filebacks from either your EDRMS Content Manager Reference or from your
User Label.

1. From the EDRMS Content Manager Reference, or from the User Label, right click and select Tag All.
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2. Right click and select Send To and then Print Report.
On the Report - Record popup, select the appropriate labels from the Available Reports.

¢ For filebacks we recommend: GOV FOLDER LABEL — ALL DATES or GOV FOLDER LABEL SHEET -
CREATED CLOSED. )

< For folders being used as a container (holding bin) for filebacks we recommend: GOV FOLDER LABEL - \
NO DATES. \ \

& For stand-alone folders (with no filebacks inside) we recommend; GOV FOLDER LABEL — ALL DATES
or GOV FOLDER LABEL — CREATED CLOSED.

& For users that require a bar code label, we recommend GOV RECORD LABEL INCL BARC 0X28V5.

EDRMS will no longer provide support for ColorBar, a Barcoding function. If you use it in your business, you will
need to get support from the Information Management branch of your ministry.

Notify Staff of New Folders

Notify staff in your program area that the new folders have been created. We suggest sending this email
notification a few days before the CY and FY ends.

Also advise that anyone with linked Outlook CY or FY folders will need to relink to the new CY and FY
EDRMS Content Manager folders.

Close Old Calendar/Fiscal Year Folders
¢ CY: After January 1st, close old folders as at December 31
& FY: After April 1%, close old folders as at March 31

Close the folders in your closing CY/FY rollover User Labels. P-folders can be closed at any point using
December 31 (CY) or March 31 (FY) as the folder close date.

For e-folders you will want to do this step after January 1st/April 1st and ensure you have given enough time to
allow your team to finish their filing. End users are not able to file to an e-folder once a close date has been
added to it. If necessary, send EDRMS Help an email with an EDRMS Content Manager Reference of the
folders that need to be re-opened for additional filing. Keep track of these folders and close them at a later
date once filing is completed.

1. Right click on the folder list and select Tag All.

2. Right click and select Details and then Dates.
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Details >| ¥ MNotes
Security and Audit > |E| Dates
Locations L Classification
Requests L4 Record Class
Workflow L4 Other Record Fields
Communications L4 Additional Fields
Electronic » synchronize Email Dates
Archivin 4

S E Relate
Administrative Tools +

Update Parts
Send To 4
Remove From Y Thesaurus Terms
Perform Scheduled Task A S STTT STORAC SOV EDRRAC KT O
91 Properties Alt+Enter

3. Onthe Record Dates popup, check Date Closed and select December 31, 20YY (CY) or March 31,
20YY (FY). Do not enter a time of day.

4. Click OK.

i

=
i Record Dates - All tagged Records @ e s covmmmmems =

|:| Date Created (Opened)
[7] pate Registerad
Date Closed | 2018-12-31

|:| Date Due

|| [[] Date Published

# 1 4k <-> 4 ¥ 4

[ Last Action Date

— — -

You are now finished the Rollover process.

For P-Folders, Clearly Identify Closed Folders

P-folders that will stay in your office for a remaining Active period should have a Closed File Sheet added to
them.

You can print these sheets from EDRMS Content Manager:

1. Select the p-folder User Labels for the closing CY or FY.
2. Right click and select Tag All.
3. Select Send To and then Print Report.
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4. Select GOV Closed File Sheet.
5. Enter an Optional Title for the report.
6. Select single sided printing:
a. On the Print Setup popup, click Properties.

s R
Print Setup a u
Prirter
Name: [\Mﬂps.govbc.ca\PullPrint v] [ Properties... ]
Status: Ready
i Type: HP Universal Printing PCL & {w&.0.0)
Where:  STMS Kamloops i
I Comment: SUNFISH MPS PCL Secure Release Queue
L
|| Paper Orientation
| Size: ’Le.ﬂa' v] () Portrait i
i Source: l Automatically Select v] @ Landscape
]
L]
| [ Network [ ok ][ cance |

A

b. Onthe Document Properties popup, select No from the Print on both sides dropdown.

'S Y
= \\mps.gov.bc.ca\PullPrint Decument Properties u
Advanced | Printing Shortcuts | Paper/Quality | Effects I Finishing | Output | Job Storage | Color | Sennc&s|
A printing shortcut is a collection of saved print settings that you can select
with a single click.
Printing shortcuts: =
— =
—— | Factory Defaults -
i ]
il =_ Colour Prirting Paper sizes: 11 x 3.5inches
| | L JLeter =
fl E= Paper source:
i g Snde Sided | Automatically Select |
i —— Pages per sheet:
E=
|| ==_ Two Hole Punch I‘I page per sheet ;I
I L= firt on both sides:
N E= No
fl ——, Three Hole Punch J
f — Yes, flip over
E Yes. flip up
| N
| ﬁ EcoSMART Settings Orientation:
I ILandscape j
| Save As... Delete Reset |
H
@ Mot | Hep |
i
i [ ok |[ cancel |
—— - |
c. Click OK to return to the Print Setup popup.

d. Click OK to return to the Print menu.
7. Click Print. We suggest you print these reports on a brightly

Government Records Service
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8. Delete the User Labels when you have finished CY or FY Rollover.
Proceed with Maintaining the Physical Folders.

Close E-Folders Once Staff Have Had Sufficient Time to Complete
E-Filing into Previous CY/FY Folders

When e-filing is complete, close the previous years’ e-folders CY/FY folders by adding a date closed.This
prevents any further filing of documents to the e-folder.Direct your staff to file into the current year CY/FY
folders.

Follow the steps in Close Old Calendar/Fiscal Year Folders.
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