TRIM TIP #12 – Obsolete Classifications

Within the FOREST ORCS there are a number of classifications maintained that are obsolete.  The records that were created under these classifications are still maintained as such for their life but no new records can be created (other than new parts of an existing record) using that classification.  
These Classifications can be quickly identified by a “^i^” character appearing at the end of the title (some have suggested that this character looks like a little angel and isn’t that appropriate for a “dead” classification, but that was a coincidence.)  
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In each case a notation in the notes field directs you to the current active classification for these records.

When managing the existing records under the obsolete classifications, some users have run into a roadblock.

Typically this occurs when the viewer is looking at the Properties view of a particular record and goes to the “Location” or “Notes” tab.  A message pops up informing the viewer that the record “does not exist”, and does not allow the viewer to progress beyond the “General” tab.

This is true for all records created under a now obsolete classification.

You can view any of the details on the other properties tabs (Notes, Locations etc) simply by adding those fields to your Column View or View Pane.

To make a change, highlight or tag the appropriate record(s) and:

To change or add SO date

1. Right click

2. Details

3. User Fields
4. Choose “SO DATE” from the “User fields to change” list at the bottom

5. Enter the correct date in the “New Value” field

6. Click OK

To add a Closed Date (to change an existing Closed Date – send a note to RMHELP)
1. Right click

2. Details

3. Dates

4. Enter the Closed Date

5. Click OK

To change a Home Location

1. Right click

2. Locations

3. Home

4. Enter the name of the new location in the “Set to Location” field

5. Tick the “Change Assignee to New Home Location” in the “If Assignee is Home Location” Field

6. Tick the “Leave Assignee As Is” box (the default) in the “If Assignee is not at Home Location” Field
7. click OK

To change an Assignee

1. Right click

2. Locations

3. Assignee

4. Either:

a. Set to Location (signing the file out to an individual)

b. Set to Home Location (signing the file back in)

c. Tag as Missing

5. Click OK

To change Owner

1. Right click

2. Locations

3. Owner
4. Set to Location

5. Click OK

To add Notes

1. Right click

2. Details

3. Notes

4. Click “Add notes”

5. Add the note

6. Decide if the Note should appear at the start (to be read by a human) or the end (read by a machine ie keywords)

7. Ensure the “Insert new notes with a user stamp” box is ticked (default)

8. Click OK

To add New Parts

1. Right click

2. New

3. Add Part (won’t be available if record is Closed)
Changing or viewing a records’ properties can only be done if the classification is Active (which is the case most of the time), but using the above methods will be effective for Active and Inactive records (i.e. ALL of the time) and so is the preferred method of viewing or updating record information.
See http://gww.for.gov.bc.ca/his/edrms/guide.htm  for all TRIM TIPS and the latest version of the manual on-line

