TRIM TIP #9 – Data Cleanup ~02

More worms from the can:
Record Titles
Inconsistencies in spelling, punctuation, even format have become more apparent when looking at specific file series in TRIM.  Additionally, new naming conventions are being developed which may require some re-titling of files.

Be aware that changes to the Free-Text Title (Tertiary Title in QRMS) may be done using a “search and replace” function available through RMHELP.  So if you have 3,000 records which are titled “RT 4” and you want them re-titled “RT-4” that’s something that can be done for you by RMHELP using that batch search and replace function.  Remember that effective searching depends upon consistent titling.

Creation Dates
There are times when we will create a file with a post dated Creation Date – creating the files for next fiscal, for instance. However, there are many files within the data that are obvious mistakes – post dating to 2011 just doesn’t fill any known business need.

If you search among your records for “Creation Date = From tomorrow  To 9999-12-31” you may find some unexpected results.

While RMHELP can change those dates for you, you need to tell them what the correct date is.

See http://gww.for.gov.bc.ca/his/edrms/guide.htm  for all TRIM TIPS and the latest version of the manual on-line

